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            ASSISTANT SHERIFF, ADMINISTRATION / CHIEF FINANCIAL & ADMINISTRATIVE OFFICER
        

        
            
            
                                            LOS ANGELES COUNTY
                                    
            
                            
                    Los Angeles, California, United States
                
                    

        
            Position/Program Information  The Los Angeles County Sheriff’s Department is seeking a Chief Financial & Administrative Officer, at the level of Assistant Sheriff to report to the Undersheriff and serve as a key member of the leadership team. The Department’s Leadership Team consists of the Sheriff, Undersheriff, three Assistant Sheriff’s, the Assistant Sheriff, Administration/Chief Financial & Administrative Officer (CFAO) and the Director of Constitutional Policing.  The Assistant Sheriff, Administration/CFAO reports directly to the Undersheriff and provides strategic and operational leadership to Finance, Technology, Personnel, and Administration. The incumbent will oversee approximately 2,800 employees sworn and professional staff across the following functional areas: financial programs; fiscal administration; facilities services and planning; personnel administration; labor relations and compliance; employee services; contract law enforcement; information systems; property management; lease negotiations; psychological services; training; scientific services (crime lab); communications; fleet management; and other administrative functions.  This is an unclassified position. Interested individuals must apply as directed in the brochure linked here: https://bit.ly/49QmgnE    To view and print a copy of the announcement for this position, you must have Adobe Acrobat Reader installed on your computer.          THE COUNTY OF LOS ANGELES IS AN ACTIVE EQUAL OPPORTUNITY EMPLOYER          For detailed information, please click  here 
        

    

    
        
            Mar 13, 2024
        

                                    Full Time
                                     
    

    
        Position/Program Information  The Los Angeles County Sheriff’s Department is seeking a Chief Financial & Administrative Officer, at the level of Assistant Sheriff to report to the Undersheriff and serve as a key member of the leadership team. The Department’s Leadership Team consists of the Sheriff, Undersheriff, three Assistant Sheriff’s, the Assistant Sheriff, Administration/Chief Financial & Administrative Officer (CFAO) and the Director of Constitutional Policing.  The Assistant Sheriff, Administration/CFAO reports directly to the Undersheriff and provides strategic and operational leadership to Finance, Technology, Personnel, and Administration. The incumbent will oversee approximately 2,800 employees sworn and professional staff across the following functional areas: financial programs; fiscal administration; facilities services and planning; personnel administration; labor relations and compliance; employee services; contract law enforcement; information systems; property management; lease negotiations; psychological services; training; scientific services (crime lab); communications; fleet management; and other administrative functions.  This is an unclassified position. Interested individuals must apply as directed in the brochure linked here: https://bit.ly/49QmgnE    To view and print a copy of the announcement for this position, you must have Adobe Acrobat Reader installed on your computer.          THE COUNTY OF LOS ANGELES IS AN ACTIVE EQUAL OPPORTUNITY EMPLOYER          For detailed information, please click  here 
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            Assistant/Associate/Senior Administrative Analyst
        

        
            
            
                                            SAN BENITO COUNTY, CA
                                    
            
                            
                    Hollister, CA, USA
                
                    

        
            Description   This recruitment may be filled at any one of the levels depending on the qualifications.    To view job flyer,  CLICK HERE      Assistant Administrative Analyst:  Under general supervision, to plan and perform a wide variety of moderately difficult to complex professional, technical, and analytical activities in support of the County Administrative Office and the Department of Internal Services; to analyze and recommend upon departmental budget requests; to assist in or coordinate preparation and administration of the County budget; to investigate, analyze, and report on operating policies, procedures, and problems in assigned departments or functional areas; to provide advice, consultation, information, and recommendations for County management and elected officials; to serve in specialty assignment of Human Resources or Purchasing/Space Planning within the Department of Internal Services, as assigned; to perform special studies and projects, as directed; and to do related work as required.    Associate Administrative Analyst:  Under direction, to plan and perform a wide variety of moderately difficult to complex professional, technical, and analytical activities in support of the County Administrative Office and the Department of Internal Services; to analyze and recommend upon departmental budget requests; to assist in or coordinate preparation and administration of the County budget; to investigate, analyze, and report on operating policies, procedures, and problems in assigned departments or functional areas; to provide advice, consultation, information, and recommendations for County management and elected officials; to serve in specialty assignment of Human Resources or Purchasing/Space Planning within the Department of Internal Services; to perform special studies and projects, as directed; and to do related work as required.    Senior Administrative Analyst:  Under direction, to plan and perform a wide variety of difficult to complex professional, technical, and analytical activities to support the County Administrative Office and Internal Services; to analyze and recommend upon departmental budget requests; to assist in or coordinate preparation and administration of the County budget; to investigate, analyze, and report on operating policies, procedures, and problems in assigned departments or functional areas; to provide advice, consultation, information, and recommendations for County management and elected officials; to serve in specialty assignment of Human Resources or Purchasing Planning within supporting Internal Services, as assigned to perform special studies and projects, as directed; and to do related work as required   DISTINGUISHING CHARACTERISTICS   There are three levels in the Administrative Analyst series, a job series used by the County Administrative Office. Administrative Analysts perform financial, budgetary, analytical, and project management assignments with County-wide impact, including Human Resources. Positions in this class series are flexibly staffed.    Assistant:  This is the entry, trainee, and first working level class in the Administrative Analyst series. Incumbents perform work of moderate difficulty and complexity. Incumbents normally receive on-the-job training and perform specific assignments of a well-defined nature and limited in scope. Work is subject to review in progress as well as upon completion. Advancement to the Administrative Analyst II level is based on demonstrated proficiency in performing the assigned functions and is at the discretion of higher level supervisory or management staff.    Associate:  This is the experienced, journey level class in the Administrative Analyst series. Incumbents work with more independence performing work that is more difficult and complex than the next lower level class of Assistant Administrative Analyst.    Senior:  This is the advanced working level class in the Administrative Analyst series. This classification requires highly specialized knowledge, abilities, skills, and experience and the incumbent often exercises independent judgment in the performance of duties. Incumbents work closely with the County Administrative Officer, Deputy County Administrative Officer, elected officials, appointed department heads, and other staff members. The incumbent develops and implements County-wide organizational strategies and policies and performs highly complex analysis in various functions such as finance, operations, and administration for the Administrative Office. Incumbents may manage functions or programs such as the budget and financial strategies for the County, Purchasing/ Planning, Human Resources, contracts, and other activities. Work is performed within a broad framework of general policy and is judged primarily on overall results with considerable latitude in determining work methods and assignment requirements. The employee exercises authority over assignments and makes decisions required to complete the work.  This is a flexibly staffed series. Flexible staffing refers to positions where the department head has the ability to promote employees from the entry level of a classification to the journey level based on the employee gaining the required experience and knowledge to perform journey level duties and enabling language in a class specification. Flexible staffing is to be used in a class series in which both entry and working level classes are assigned the same kinds of duties with the difference being scope of duties performed, the level of skills required, and the amount of supervision received. The authority for flexibly staffed positions is contained within individual job descriptions. Flexibly staffed positions not budgeted may not be filled unless budget appropriations have been approved prior to the employee’s advancement from one level to the next.      REPORTS TO   County Administrative Officer, Deputy County Administrative Officer, or designee.     CLASSIFICATIONS SUPERVISED   May supervise professional, technical, and support staff.     TYPICAL PHYSICAL REQUIREMENTS   Sit for extended periods; frequently stand and walk; normal manual dexterity and eye-hand coordination; lift and move objects weighing up to 25 lbs.; corrected hearing and vision to normal range; verbal communication; use of office equipment, including computer, telephone, calculator, copiers, and FAX.     TYPICAL WORKING CONDITIONS   Work is performed in an office environment; continuous contact with other staff, other agencies, and the public  Example of Duties  (The following is used as a partial description and is not restrictive as to duties required.)    Assistant/Associate Administrative Analyst:     Oversees or participates in the County's entire budget process through production and distribution of the CAO's proposed budget and its presentation to the Board of Supervisors for approval at public hearings; develops budget manual and forms, including budget assumptions, parameters, procedures, and reference materials; coordinates preparation of revenue forecasts; provides technical assistance and advice to County management staff regarding the budget document and process; analyzes county department budget requests and determines value of projected activities and programs in relation to proposed revenues and costs; ensures the budget and budget process meet legal requirements.  Advises department managers, supervisors, and employees in the interpretation and application of personnel rules, policies, and procedures and state and federal laws related to recruitment, selection, classification, compensation, benefits, labor relations, disability management, management rights and responsibilities, performance management and recognition, discipline, and/or equal employment opportunity.   Reviews and examines on-going expenditures, revenues, staffing, and operations of departments against approved budgeted items; prepares quarterly revenue and expenditure reports for presentation to the Board of Supervisors, noting any unusual trends or developments.  Manages preparation of adjustments to the current fiscal year budget in collaboration with the Auditor's Office.   Makes recommendations on requests for transfers of funds, including contingency transfers, and for approval or disapproval of proposed items.   Leads, conducts, and ensures effective job analysis and examination planning, recruitment strategies, examination methodologies, and application review.  Represents management with employee organizations, including contract negotiations; consults with County Administrative Officer, Board of Supervisors, and department heads on matters of policy and on terms of memoranda of understanding prior to and during the negotiation process.  Provides advice, consultation, and recommendations for County management, staff, and elected officials.  Recommends solutions to departmental and interdepartmental operation and administrative problems, involving policies, functions, organizational structure, workload, expense control, physical facilities, and record keeping procedures.  Conveys Board of Supervisors' direction to and performs staff work for the County's Chief Negotiator with recognized employee organizations in meet-and–confer sessions; recommends the selection of other members of the County's negotiating teams and may act as Chief Negotiator on occasion.  Studies statutory and proposed legislative requirements relating to the County budget, operation of departments and programs, and recommends the most effective means of compliance.  Conducts special projects as assigned, including comparative surveys of costs, procedures, forms, equipment, office systems, and methods in other government agencies and private firms; develops methodology and analyzes complex administrative and fiscal proposals.  Analyzes management and union proposals, as well as information on wages, benefits, working conditions, and other terms and conditions of employment for County employees, in order to determine feasibility, costs and policy implications, and make sound recommendations.  Represents the County Administrative Officer, Deputy County Administrative Officer, and the Board of Supervisors with the public, the media, assigned committees or commissions, and other government agencies, as assigned.  Participates in the selection, training, supervision, and evaluation of lower level professional, technical, and support staff in the Administrative Office.  Coordinates the development, establishment, and maintenance of a countywide administrative Policies and Procedures Manual in cooperation with other County departments.  Presents staff reports to Board of Supervisors and explains or justifies recommendations.  Plans, implements, and administers programs and activities to carry out the County's Human Resources goals and objectives.  Research and coordinate internal and external resources to complete and oversee implementation of a County facility/space plan and strategy.  Other duties as assigned.    Senior:     Oversees or participates in the County's entire budget process through production and distribution of the CAO's proposed budget and its presentation to the Board of Supervisors for approval at public hearings; develops the budget manual and forms, including budget assumptions, parameters, procedures, and reference materials; coordinates preparation of revenue forecasts; provides technical assistance and advice to County management staff regarding the budget document and process; analyzes all county department budget requests and determines the value of projected activities and programs concerning proposed revenues and costs; ensures the budget and budget process meet legal requirements.  Advises department managers, supervisors, and employees in the interpretation and application of personnel rules, policies, and procedures and state and federal laws related to recruitment, selection, classification, compensation, benefits, labor relations, disability management, management rights and responsibilities, performance management and recognition, discipline, and/or equal employment opportunity.  Reviews and examines on-going expenditures, revenues, staffing, and operations of departments against approved budgeted items; prepares quarterly revenue and expenditure reports for presentation to the Board of Supervisors, noting any unusual trends or developments.  Supports department heads, senior administrative staff, and elected officials on contracts, programming, operations, budgetary, administrative, and financial matters.  Makes recommendations on requests for transfers of funds, including contingency transfers, and for approval or disapproval of proposed items.   Leads, conducts, and ensures effective job analysis and examination planning, recruitment strategies, examination methodologies, and application review.  Represents County Administration with employee organizations, including contract negotiations; consults with County Administrative Officer, Board of Supervisors, and department heads on matters of policy, contracts, Request for Proposals (RFP), and on terms of memoranda of understanding before and during the negotiation process.  Provides advice, consultation, and recommendations for County management, staff, and elected officials.  Recommends solutions to departmental and interdepartmental operation and administrative problems, involving policies, functions, organizational structure, workload, expense control, physical facilities, and record keeping procedures.  Conveys Board of Supervisors' direction to and performs staff work for the County's Chief Negotiator with recognized employee organizations in meet-and–confer sessions; recommends the selection of other members of the County's negotiating teams and may act as Chief Negotiator on occasion.  Studies statutory and proposed legislative requirements relating to the County budget, operation of departments, programs, and recommends the most effective means of compliance.  Organizes, leads, and conducts special projects as assigned, including comparative surveys of costs, procedures, forms, equipment, office systems, and methods in other government agencies and private firms; develops methodology and analyzes complex administrative and fiscal proposals.  Analyzes management and union proposals, as well as information on wages, benefits, working conditions, and other terms and conditions of employment for County employees, to determine feasibility, costs and policy implications, and make sound recommendations.  Represents the County Administrative Officer, Deputy County Administrative Officer, and the Board of Supervisors with the public, the media, assigned committees or commissions, and other government agencies, as assigned.  Participates in the selection, training, supervision, and evaluation of lower level professional, technical, and staff in the Administrative Office.  Assists in the development of goals, objectives, policies, and procedures; investigates, interprets, analyzes and prepares recommendations in relation to proposals for new programs, grants and/or services; analyzes, interprets and explains County policies and procedures; confers with members of the public to explain procedures and policies.  Coordinates the development, establishment, and maintenance of a countywide administrative Policies and Procedures Manual in cooperation with other County departments.  Presents staff reports to the Board of Supervisors and explains or justifies recommendations.  Plans, implements, and administers programs and activities to carry out the County's Human Resources, Board of Supervisors, and County Administration goals and objectives.  Research and coordinate internal and external resources to complete and oversee implementation of a County facility planning and strategy.  Other duties as assigned.    Minimum Qualifications  .Any combination of training and experience which would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:   A Bachelor’s degree from an accredited college or university with major course work in public administration, business administration, accounting, finance, or a related field. Additional qualifying experience may be substituted for the required education on a year-for-year basis,    Assistant Administrative Analyst:   One year of progressively responsible professional or paraprofessional administrative, accounting, budgetary, human resources, purchasing, or analytical experience in a California city or county government.    Associate Administrative Analyst:  One year of experience as an Assistant Administrative Analyst I with San Benito County or two years of progressively responsible professional administrative, accounting, budgetary, human resources, purchasing, or analytical experience in a California city or county government.   Senior Administrative Analyst:  A Master's degree from an accredited college or university with major course work in public administration or business administration or possession of a Certified Public Accountant or Certified Internal Auditor certificate may be substituted for one year of the required experience. Additional qualifying experience may be substituted for the required education on a year-for-year basis,    AND   One year of experience as an Associate Administrative Analyst with San Benito County or three years of progressively responsible professional administrative, accounting, budgetary, human resources, purchasing, or analytical experience in a California city or county government.      Special Requirements    Possession of, or the ability to obtain, an appropriate valid California Driver's License.    All County employees can and will be called upon to act as Disaster Workers when needed.    In the event that an employee changes class, or if requirements are changed after initial appointment, employees may be required to submit to a background investigation.  Knowledge Of/Ability To   Knowledge of:    Assistant/Associate Administrative Analyst:  Functions, organization, and programs of California local government agencies.  Organization, functions, programs, and policies of San Benito County government.  Laws, rules, regulations, and policies applicable to assigned operations.  County policies and procedures regarding budget, administrative, and financial functions.  Principles, methods, and procedures of budget development, expenditure control, and fiscal administration.  Research methods and statistical analysis.  Project development, management, and administration.  Purchasing methods and procedures, including formal and informal bidding processes.  Data processing methods and procedures and management information systems.  Principles and practices of public administration, management, staff supervision, employee training, and work evaluation.  Principles and practices of public personnel administration, including federal, state, and local laws, case law, rules, and regulations related to the field.  Modern office practices, methods, and computer equipment and applications related to the work, including word processing, database, and spreadsheet software.    Senior Administrative Analyst:  Functions, organization, and programs of California local government agencies.  Organization, functions, programs, and policies of the San Benito County government.  Laws, rules, regulations, and policies applicable to assigned operations.  County policies and procedures regarding budget, administrative and financial functions.  Principles methods and procedures of budget development, expenditure control, and fiscal administration.  Research methods and statistical analysis.  Project development, management, and administration.  Purchasing methods and procedures, including formal and informal bidding processes.  Data processing methods and procedures and management information systems.  Principles and practices of public administration, management, staff supervision, employee training, and work evaluation.  Report writing techniques and advanced principles and practices in assigned area of responsibility.  Principles and practices of public personnel administration, including federal, state, and local laws, case law, rules, and regulations related to the field.  Modern office practices, methods, and computer equipment and applications related to the work, including word processing, database, and spreadsheet software.  Conflict resolution skills.      Ability to:   Assistant/Associate Administrative Analyst   Provide management, direction, oversight, and guidance for assigned functions and areas of the County Administrative Office or Internal Services Department.  Provide supervision, training, and work evaluation for assigned staff.  Coordinate assigned portions of the budget development process.  Perform a wide scope of complex research, studies, and analytical work.  Read and interpret laws, ordinances, and regulations affecting the operations, programs, and services of the County.  Provide a variety of advice and consultation for County management and elected officials.  Conduct in-depth financial and policy analysis and research and prepare a variety of comprehensive reports.  Use advanced skills for creating Excel spreadsheets.  Make effective oral and written presentations.  Effectively represent the County Administrator and the Board of Supervisors in responding to inquires, providing assistance, and dealing with public, community organizations, boards, commissions, and other government agencies.  Operate modern office equipment including computer equipment and specialized software applications programs.   Communicate clearly and concisely, both orally and in writing.   Establish, maintain, and foster positive and effective working relationships with those contacted in the course of work.    Senior Administrative Analyst:  Provide management, direction, oversight, and guidance for assigned functions and areas of the County Administrative Office or Internal Services Department.  Provide supervision, training, and work evaluation for assigned staff.  Coordinate assigned portions of the budget development process.  Perform a wide scope of complex research, studies, and analytical work.  Read and interpret laws, ordinances, and regulations affecting the operations, programs, and services of the County.  Provide a variety of advice and consultation for County management and elected officials.  Conduct in-depth financial and policy analysis and research and prepare a variety of comprehensive reports.  Use advanced skills for creating Excel spreadsheets.  Make effective oral and written presentations.  Effectively represent the County Administrator and the Board of Supervisors in responding to inquires, assisting, and dealing with public, community organizations, boards, commissions, and other government agencies.  Operate modern office equipment including computer equipment and specialized software applications programs.   Communicate clearly and concisely, both orally and in writing.   Establish, maintain, and foster positive and effective working relationships with those contacted in the course of work.      In accordance with California Government Code section 3100, et., seq., all County of San Benito employees are considered disaster service workers who may be required to report for duty, or remain on duty to address disaster service activities in the event of an emergency or disaster and are required to undertake an applicable loyalty oath.         SAN BENITO COUNTY BENEFITS FOR MANAGEMENT EMPLOYEES   (This is meant to be an overview of benefits only. For full benefit terms and conditions, please see MOU)  Employees in regular, full-time positions will be eligible to participate in the following employee benefits:   Pay Day:  Employees are paid bi-weekly.   Insurance Deductions:  The insurance and benefits deductions will take place bi-monthly, normally the first two pay periods of the month. Bank/Credit union and 457 Retirement Deferrals deductions will take place bi-weekly.   Vacation:  Based on continued years of service. Newly hired MEG employees may be eligible for higher vacation accrual rate for previous public sector experience (verification required). Maximum accruals may apply depending on the bargaining unit.    5 to 9 years of service = 15 days per year   10 to 14 years of service = 18 days per year   15 + years of service = 20 days per year   Administrative Leave:  Management employees receive 80 hours of administrative leave per calendar year. Forty (40) unused hours can be paid out at the end of the calendar year. Administrative leave is pro-rated.   Holidays:  13.5 holidays (including 3 floating) for most employees. Safety officers and dispatchers receive approximately 5% holiday pay in addition to their base pay in lieu of paid holidays off.   Sick Leave:  15 days per year. Maximum accruals apply.   Medical Plan:  Comprehensive CalPERS medical plans available for full-time employees. Employees appointed to a regular position at a time base of 50% or higher are eligible to participate.  Increase County contributions to medical effective January 2024.  a. Employee Only: $750.00, which would include the PEMHCA Minimum b. Employee Plus One: $1,250.00, which would include the PEMHCA Minimum c. Family: $1,515.00, which would include the PEMHCA Minimum  The County's contribution above shall be prorated for positions that are less than .90 FTE rounding to the nearest one-quarter time.   HRA:  Employee Only Medical Plan: $1,500 maximum Employee Plus One Medical Plan: $3,000 maximum. Employee Plus Family Medical Plan: $4,000 maximum.  Employees who are eligible to receive a "cash in lieu of' enrollment in the County's medical plan shall receive a taxable payment of $150 monthly (pro-rated into biweekly installments of $69.23).   Dental Plan:  County contributes $30 to Delta Dental plan for full-time employees and their families.   Vision Plan:  The County pays for employee coverage and the employee can pay for dependent coverage. This benefit is available to full-time employees only.   Employee Assistance Program:  The County provides confidential short-term counseling services to employees and dependents.   Life Insurance/AD&D:  County pays for a $20,000 BASIC life insurance policy for each employee. Voluntary life insurance plans available.   Disability Insurance:  Confidential and Management groups participate in the State Disability Insurance.   Credit Union:  Membership to the Santa Clara Federal Credit Union is available to San Benito County employees.   Deferred Compensation:  Employees may participate in tax-deferred retirement savings. Three 457 plans are available. Employees may rollover funds from prior 401k or 457 accounts. IRS limits apply.   Retirement:  Regular employees will be enrolled into the CalPERS retirement system in accordance with the Public Employees' Retirement Law. Employee contributions vary according to bargaining unit.  All New Miscellaneous (non-Safety) employees enrolled into the CalPERS retirement system participate in the full formula of 2% at 62. Miscellaneous employees participate in Social Security in addition to CalPERS.   Supplemental Insurance:  Employees may participate in various AFLAC plans such as accident, disability, and cancer insurances.   Flexible Spending Accounts:  Health and Dependent Care available, pre-tax deductions.  01     I understand all County employees will be required to take an Oath of Office and will be called upon to act as Disaster Service Workers, when needed.    Yes      02     Please be sure to answer the supplemental questions thoroughly and accurately. Applicants are responsible for clearly, completely, and accurately identifying their qualifications. Your responses to the questions must be supported by both the work experience listed on your application as well as your resume. The rating of the supplemental questions may determine your application status and/or rank on the eligible list. Answers such as "see resume" or "see above" will remove you from consideration. I have read and understand the statement above concerning submission of supplemental questionnaire responses.    Yes   No      03     Please indicate which classification you are applying for and meet the minimum requirements:    Assistant Administrative Analyst   Associate Administrative Analyst   Senior Administrative Analyst      04     Tell us about a challenging policy you developed or modified. Explain the need for the change and the steps you took in developing or revising the policy. What was the challenge? What steps did you take? What was the result for your organization? What would you do differently?    05     Describe your training and experience in researching, developing, analyzing data, implementing programs for a special project, and policy or regulation. Give a specific example of analysis, steps used in the development, evaluation, research, and implementation you presented to decision-makers. What recommendation did you make, was your recommendation adopted, and how was it implemented? If none, indicate "N/A."    06     This role involves various and spontaneous interactions with concerned citizens and public members. Is that something you can see yourself doing when the situation arises? Can you provide an example of how you would communicate with the general public about a controversial topic?    07     How many years of experience do you have with preparing contracts and working on vendor selections (e.g, single/sole source exceptions, exemptions, and/or requests for proposals)?    Required Question  Closing Date/Time: 4/19/2024 5:00 PM Pacific
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        Description   This recruitment may be filled at any one of the levels depending on the qualifications.    To view job flyer,  CLICK HERE      Assistant Administrative Analyst:  Under general supervision, to plan and perform a wide variety of moderately difficult to complex professional, technical, and analytical activities in support of the County Administrative Office and the Department of Internal Services; to analyze and recommend upon departmental budget requests; to assist in or coordinate preparation and administration of the County budget; to investigate, analyze, and report on operating policies, procedures, and problems in assigned departments or functional areas; to provide advice, consultation, information, and recommendations for County management and elected officials; to serve in specialty assignment of Human Resources or Purchasing/Space Planning within the Department of Internal Services, as assigned; to perform special studies and projects, as directed; and to do related work as required.    Associate Administrative Analyst:  Under direction, to plan and perform a wide variety of moderately difficult to complex professional, technical, and analytical activities in support of the County Administrative Office and the Department of Internal Services; to analyze and recommend upon departmental budget requests; to assist in or coordinate preparation and administration of the County budget; to investigate, analyze, and report on operating policies, procedures, and problems in assigned departments or functional areas; to provide advice, consultation, information, and recommendations for County management and elected officials; to serve in specialty assignment of Human Resources or Purchasing/Space Planning within the Department of Internal Services; to perform special studies and projects, as directed; and to do related work as required.    Senior Administrative Analyst:  Under direction, to plan and perform a wide variety of difficult to complex professional, technical, and analytical activities to support the County Administrative Office and Internal Services; to analyze and recommend upon departmental budget requests; to assist in or coordinate preparation and administration of the County budget; to investigate, analyze, and report on operating policies, procedures, and problems in assigned departments or functional areas; to provide advice, consultation, information, and recommendations for County management and elected officials; to serve in specialty assignment of Human Resources or Purchasing Planning within supporting Internal Services, as assigned to perform special studies and projects, as directed; and to do related work as required   DISTINGUISHING CHARACTERISTICS   There are three levels in the Administrative Analyst series, a job series used by the County Administrative Office. Administrative Analysts perform financial, budgetary, analytical, and project management assignments with County-wide impact, including Human Resources. Positions in this class series are flexibly staffed.    Assistant:  This is the entry, trainee, and first working level class in the Administrative Analyst series. Incumbents perform work of moderate difficulty and complexity. Incumbents normally receive on-the-job training and perform specific assignments of a well-defined nature and limited in scope. Work is subject to review in progress as well as upon completion. Advancement to the Administrative Analyst II level is based on demonstrated proficiency in performing the assigned functions and is at the discretion of higher level supervisory or management staff.    Associate:  This is the experienced, journey level class in the Administrative Analyst series. Incumbents work with more independence performing work that is more difficult and complex than the next lower level class of Assistant Administrative Analyst.    Senior:  This is the advanced working level class in the Administrative Analyst series. This classification requires highly specialized knowledge, abilities, skills, and experience and the incumbent often exercises independent judgment in the performance of duties. Incumbents work closely with the County Administrative Officer, Deputy County Administrative Officer, elected officials, appointed department heads, and other staff members. The incumbent develops and implements County-wide organizational strategies and policies and performs highly complex analysis in various functions such as finance, operations, and administration for the Administrative Office. Incumbents may manage functions or programs such as the budget and financial strategies for the County, Purchasing/ Planning, Human Resources, contracts, and other activities. Work is performed within a broad framework of general policy and is judged primarily on overall results with considerable latitude in determining work methods and assignment requirements. The employee exercises authority over assignments and makes decisions required to complete the work.  This is a flexibly staffed series. Flexible staffing refers to positions where the department head has the ability to promote employees from the entry level of a classification to the journey level based on the employee gaining the required experience and knowledge to perform journey level duties and enabling language in a class specification. Flexible staffing is to be used in a class series in which both entry and working level classes are assigned the same kinds of duties with the difference being scope of duties performed, the level of skills required, and the amount of supervision received. The authority for flexibly staffed positions is contained within individual job descriptions. Flexibly staffed positions not budgeted may not be filled unless budget appropriations have been approved prior to the employee’s advancement from one level to the next.      REPORTS TO   County Administrative Officer, Deputy County Administrative Officer, or designee.     CLASSIFICATIONS SUPERVISED   May supervise professional, technical, and support staff.     TYPICAL PHYSICAL REQUIREMENTS   Sit for extended periods; frequently stand and walk; normal manual dexterity and eye-hand coordination; lift and move objects weighing up to 25 lbs.; corrected hearing and vision to normal range; verbal communication; use of office equipment, including computer, telephone, calculator, copiers, and FAX.     TYPICAL WORKING CONDITIONS   Work is performed in an office environment; continuous contact with other staff, other agencies, and the public  Example of Duties  (The following is used as a partial description and is not restrictive as to duties required.)    Assistant/Associate Administrative Analyst:     Oversees or participates in the County's entire budget process through production and distribution of the CAO's proposed budget and its presentation to the Board of Supervisors for approval at public hearings; develops budget manual and forms, including budget assumptions, parameters, procedures, and reference materials; coordinates preparation of revenue forecasts; provides technical assistance and advice to County management staff regarding the budget document and process; analyzes county department budget requests and determines value of projected activities and programs in relation to proposed revenues and costs; ensures the budget and budget process meet legal requirements.  Advises department managers, supervisors, and employees in the interpretation and application of personnel rules, policies, and procedures and state and federal laws related to recruitment, selection, classification, compensation, benefits, labor relations, disability management, management rights and responsibilities, performance management and recognition, discipline, and/or equal employment opportunity.   Reviews and examines on-going expenditures, revenues, staffing, and operations of departments against approved budgeted items; prepares quarterly revenue and expenditure reports for presentation to the Board of Supervisors, noting any unusual trends or developments.  Manages preparation of adjustments to the current fiscal year budget in collaboration with the Auditor's Office.   Makes recommendations on requests for transfers of funds, including contingency transfers, and for approval or disapproval of proposed items.   Leads, conducts, and ensures effective job analysis and examination planning, recruitment strategies, examination methodologies, and application review.  Represents management with employee organizations, including contract negotiations; consults with County Administrative Officer, Board of Supervisors, and department heads on matters of policy and on terms of memoranda of understanding prior to and during the negotiation process.  Provides advice, consultation, and recommendations for County management, staff, and elected officials.  Recommends solutions to departmental and interdepartmental operation and administrative problems, involving policies, functions, organizational structure, workload, expense control, physical facilities, and record keeping procedures.  Conveys Board of Supervisors' direction to and performs staff work for the County's Chief Negotiator with recognized employee organizations in meet-and–confer sessions; recommends the selection of other members of the County's negotiating teams and may act as Chief Negotiator on occasion.  Studies statutory and proposed legislative requirements relating to the County budget, operation of departments and programs, and recommends the most effective means of compliance.  Conducts special projects as assigned, including comparative surveys of costs, procedures, forms, equipment, office systems, and methods in other government agencies and private firms; develops methodology and analyzes complex administrative and fiscal proposals.  Analyzes management and union proposals, as well as information on wages, benefits, working conditions, and other terms and conditions of employment for County employees, in order to determine feasibility, costs and policy implications, and make sound recommendations.  Represents the County Administrative Officer, Deputy County Administrative Officer, and the Board of Supervisors with the public, the media, assigned committees or commissions, and other government agencies, as assigned.  Participates in the selection, training, supervision, and evaluation of lower level professional, technical, and support staff in the Administrative Office.  Coordinates the development, establishment, and maintenance of a countywide administrative Policies and Procedures Manual in cooperation with other County departments.  Presents staff reports to Board of Supervisors and explains or justifies recommendations.  Plans, implements, and administers programs and activities to carry out the County's Human Resources goals and objectives.  Research and coordinate internal and external resources to complete and oversee implementation of a County facility/space plan and strategy.  Other duties as assigned.    Senior:     Oversees or participates in the County's entire budget process through production and distribution of the CAO's proposed budget and its presentation to the Board of Supervisors for approval at public hearings; develops the budget manual and forms, including budget assumptions, parameters, procedures, and reference materials; coordinates preparation of revenue forecasts; provides technical assistance and advice to County management staff regarding the budget document and process; analyzes all county department budget requests and determines the value of projected activities and programs concerning proposed revenues and costs; ensures the budget and budget process meet legal requirements.  Advises department managers, supervisors, and employees in the interpretation and application of personnel rules, policies, and procedures and state and federal laws related to recruitment, selection, classification, compensation, benefits, labor relations, disability management, management rights and responsibilities, performance management and recognition, discipline, and/or equal employment opportunity.  Reviews and examines on-going expenditures, revenues, staffing, and operations of departments against approved budgeted items; prepares quarterly revenue and expenditure reports for presentation to the Board of Supervisors, noting any unusual trends or developments.  Supports department heads, senior administrative staff, and elected officials on contracts, programming, operations, budgetary, administrative, and financial matters.  Makes recommendations on requests for transfers of funds, including contingency transfers, and for approval or disapproval of proposed items.   Leads, conducts, and ensures effective job analysis and examination planning, recruitment strategies, examination methodologies, and application review.  Represents County Administration with employee organizations, including contract negotiations; consults with County Administrative Officer, Board of Supervisors, and department heads on matters of policy, contracts, Request for Proposals (RFP), and on terms of memoranda of understanding before and during the negotiation process.  Provides advice, consultation, and recommendations for County management, staff, and elected officials.  Recommends solutions to departmental and interdepartmental operation and administrative problems, involving policies, functions, organizational structure, workload, expense control, physical facilities, and record keeping procedures.  Conveys Board of Supervisors' direction to and performs staff work for the County's Chief Negotiator with recognized employee organizations in meet-and–confer sessions; recommends the selection of other members of the County's negotiating teams and may act as Chief Negotiator on occasion.  Studies statutory and proposed legislative requirements relating to the County budget, operation of departments, programs, and recommends the most effective means of compliance.  Organizes, leads, and conducts special projects as assigned, including comparative surveys of costs, procedures, forms, equipment, office systems, and methods in other government agencies and private firms; develops methodology and analyzes complex administrative and fiscal proposals.  Analyzes management and union proposals, as well as information on wages, benefits, working conditions, and other terms and conditions of employment for County employees, to determine feasibility, costs and policy implications, and make sound recommendations.  Represents the County Administrative Officer, Deputy County Administrative Officer, and the Board of Supervisors with the public, the media, assigned committees or commissions, and other government agencies, as assigned.  Participates in the selection, training, supervision, and evaluation of lower level professional, technical, and staff in the Administrative Office.  Assists in the development of goals, objectives, policies, and procedures; investigates, interprets, analyzes and prepares recommendations in relation to proposals for new programs, grants and/or services; analyzes, interprets and explains County policies and procedures; confers with members of the public to explain procedures and policies.  Coordinates the development, establishment, and maintenance of a countywide administrative Policies and Procedures Manual in cooperation with other County departments.  Presents staff reports to the Board of Supervisors and explains or justifies recommendations.  Plans, implements, and administers programs and activities to carry out the County's Human Resources, Board of Supervisors, and County Administration goals and objectives.  Research and coordinate internal and external resources to complete and oversee implementation of a County facility planning and strategy.  Other duties as assigned.    Minimum Qualifications  .Any combination of training and experience which would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:   A Bachelor’s degree from an accredited college or university with major course work in public administration, business administration, accounting, finance, or a related field. Additional qualifying experience may be substituted for the required education on a year-for-year basis,    Assistant Administrative Analyst:   One year of progressively responsible professional or paraprofessional administrative, accounting, budgetary, human resources, purchasing, or analytical experience in a California city or county government.    Associate Administrative Analyst:  One year of experience as an Assistant Administrative Analyst I with San Benito County or two years of progressively responsible professional administrative, accounting, budgetary, human resources, purchasing, or analytical experience in a California city or county government.   Senior Administrative Analyst:  A Master's degree from an accredited college or university with major course work in public administration or business administration or possession of a Certified Public Accountant or Certified Internal Auditor certificate may be substituted for one year of the required experience. Additional qualifying experience may be substituted for the required education on a year-for-year basis,    AND   One year of experience as an Associate Administrative Analyst with San Benito County or three years of progressively responsible professional administrative, accounting, budgetary, human resources, purchasing, or analytical experience in a California city or county government.      Special Requirements    Possession of, or the ability to obtain, an appropriate valid California Driver's License.    All County employees can and will be called upon to act as Disaster Workers when needed.    In the event that an employee changes class, or if requirements are changed after initial appointment, employees may be required to submit to a background investigation.  Knowledge Of/Ability To   Knowledge of:    Assistant/Associate Administrative Analyst:  Functions, organization, and programs of California local government agencies.  Organization, functions, programs, and policies of San Benito County government.  Laws, rules, regulations, and policies applicable to assigned operations.  County policies and procedures regarding budget, administrative, and financial functions.  Principles, methods, and procedures of budget development, expenditure control, and fiscal administration.  Research methods and statistical analysis.  Project development, management, and administration.  Purchasing methods and procedures, including formal and informal bidding processes.  Data processing methods and procedures and management information systems.  Principles and practices of public administration, management, staff supervision, employee training, and work evaluation.  Principles and practices of public personnel administration, including federal, state, and local laws, case law, rules, and regulations related to the field.  Modern office practices, methods, and computer equipment and applications related to the work, including word processing, database, and spreadsheet software.    Senior Administrative Analyst:  Functions, organization, and programs of California local government agencies.  Organization, functions, programs, and policies of the San Benito County government.  Laws, rules, regulations, and policies applicable to assigned operations.  County policies and procedures regarding budget, administrative and financial functions.  Principles methods and procedures of budget development, expenditure control, and fiscal administration.  Research methods and statistical analysis.  Project development, management, and administration.  Purchasing methods and procedures, including formal and informal bidding processes.  Data processing methods and procedures and management information systems.  Principles and practices of public administration, management, staff supervision, employee training, and work evaluation.  Report writing techniques and advanced principles and practices in assigned area of responsibility.  Principles and practices of public personnel administration, including federal, state, and local laws, case law, rules, and regulations related to the field.  Modern office practices, methods, and computer equipment and applications related to the work, including word processing, database, and spreadsheet software.  Conflict resolution skills.      Ability to:   Assistant/Associate Administrative Analyst   Provide management, direction, oversight, and guidance for assigned functions and areas of the County Administrative Office or Internal Services Department.  Provide supervision, training, and work evaluation for assigned staff.  Coordinate assigned portions of the budget development process.  Perform a wide scope of complex research, studies, and analytical work.  Read and interpret laws, ordinances, and regulations affecting the operations, programs, and services of the County.  Provide a variety of advice and consultation for County management and elected officials.  Conduct in-depth financial and policy analysis and research and prepare a variety of comprehensive reports.  Use advanced skills for creating Excel spreadsheets.  Make effective oral and written presentations.  Effectively represent the County Administrator and the Board of Supervisors in responding to inquires, providing assistance, and dealing with public, community organizations, boards, commissions, and other government agencies.  Operate modern office equipment including computer equipment and specialized software applications programs.   Communicate clearly and concisely, both orally and in writing.   Establish, maintain, and foster positive and effective working relationships with those contacted in the course of work.    Senior Administrative Analyst:  Provide management, direction, oversight, and guidance for assigned functions and areas of the County Administrative Office or Internal Services Department.  Provide supervision, training, and work evaluation for assigned staff.  Coordinate assigned portions of the budget development process.  Perform a wide scope of complex research, studies, and analytical work.  Read and interpret laws, ordinances, and regulations affecting the operations, programs, and services of the County.  Provide a variety of advice and consultation for County management and elected officials.  Conduct in-depth financial and policy analysis and research and prepare a variety of comprehensive reports.  Use advanced skills for creating Excel spreadsheets.  Make effective oral and written presentations.  Effectively represent the County Administrator and the Board of Supervisors in responding to inquires, assisting, and dealing with public, community organizations, boards, commissions, and other government agencies.  Operate modern office equipment including computer equipment and specialized software applications programs.   Communicate clearly and concisely, both orally and in writing.   Establish, maintain, and foster positive and effective working relationships with those contacted in the course of work.      In accordance with California Government Code section 3100, et., seq., all County of San Benito employees are considered disaster service workers who may be required to report for duty, or remain on duty to address disaster service activities in the event of an emergency or disaster and are required to undertake an applicable loyalty oath.         SAN BENITO COUNTY BENEFITS FOR MANAGEMENT EMPLOYEES   (This is meant to be an overview of benefits only. For full benefit terms and conditions, please see MOU)  Employees in regular, full-time positions will be eligible to participate in the following employee benefits:   Pay Day:  Employees are paid bi-weekly.   Insurance Deductions:  The insurance and benefits deductions will take place bi-monthly, normally the first two pay periods of the month. Bank/Credit union and 457 Retirement Deferrals deductions will take place bi-weekly.   Vacation:  Based on continued years of service. Newly hired MEG employees may be eligible for higher vacation accrual rate for previous public sector experience (verification required). Maximum accruals may apply depending on the bargaining unit.    5 to 9 years of service = 15 days per year   10 to 14 years of service = 18 days per year   15 + years of service = 20 days per year   Administrative Leave:  Management employees receive 80 hours of administrative leave per calendar year. Forty (40) unused hours can be paid out at the end of the calendar year. Administrative leave is pro-rated.   Holidays:  13.5 holidays (including 3 floating) for most employees. Safety officers and dispatchers receive approximately 5% holiday pay in addition to their base pay in lieu of paid holidays off.   Sick Leave:  15 days per year. Maximum accruals apply.   Medical Plan:  Comprehensive CalPERS medical plans available for full-time employees. Employees appointed to a regular position at a time base of 50% or higher are eligible to participate.  Increase County contributions to medical effective January 2024.  a. Employee Only: $750.00, which would include the PEMHCA Minimum b. Employee Plus One: $1,250.00, which would include the PEMHCA Minimum c. Family: $1,515.00, which would include the PEMHCA Minimum  The County's contribution above shall be prorated for positions that are less than .90 FTE rounding to the nearest one-quarter time.   HRA:  Employee Only Medical Plan: $1,500 maximum Employee Plus One Medical Plan: $3,000 maximum. Employee Plus Family Medical Plan: $4,000 maximum.  Employees who are eligible to receive a "cash in lieu of' enrollment in the County's medical plan shall receive a taxable payment of $150 monthly (pro-rated into biweekly installments of $69.23).   Dental Plan:  County contributes $30 to Delta Dental plan for full-time employees and their families.   Vision Plan:  The County pays for employee coverage and the employee can pay for dependent coverage. This benefit is available to full-time employees only.   Employee Assistance Program:  The County provides confidential short-term counseling services to employees and dependents.   Life Insurance/AD&D:  County pays for a $20,000 BASIC life insurance policy for each employee. Voluntary life insurance plans available.   Disability Insurance:  Confidential and Management groups participate in the State Disability Insurance.   Credit Union:  Membership to the Santa Clara Federal Credit Union is available to San Benito County employees.   Deferred Compensation:  Employees may participate in tax-deferred retirement savings. Three 457 plans are available. Employees may rollover funds from prior 401k or 457 accounts. IRS limits apply.   Retirement:  Regular employees will be enrolled into the CalPERS retirement system in accordance with the Public Employees' Retirement Law. Employee contributions vary according to bargaining unit.  All New Miscellaneous (non-Safety) employees enrolled into the CalPERS retirement system participate in the full formula of 2% at 62. Miscellaneous employees participate in Social Security in addition to CalPERS.   Supplemental Insurance:  Employees may participate in various AFLAC plans such as accident, disability, and cancer insurances.   Flexible Spending Accounts:  Health and Dependent Care available, pre-tax deductions.  01     I understand all County employees will be required to take an Oath of Office and will be called upon to act as Disaster Service Workers, when needed.    Yes      02     Please be sure to answer the supplemental questions thoroughly and accurately. Applicants are responsible for clearly, completely, and accurately identifying their qualifications. Your responses to the questions must be supported by both the work experience listed on your application as well as your resume. The rating of the supplemental questions may determine your application status and/or rank on the eligible list. Answers such as "see resume" or "see above" will remove you from consideration. I have read and understand the statement above concerning submission of supplemental questionnaire responses.    Yes   No      03     Please indicate which classification you are applying for and meet the minimum requirements:    Assistant Administrative Analyst   Associate Administrative Analyst   Senior Administrative Analyst      04     Tell us about a challenging policy you developed or modified. Explain the need for the change and the steps you took in developing or revising the policy. What was the challenge? What steps did you take? What was the result for your organization? What would you do differently?    05     Describe your training and experience in researching, developing, analyzing data, implementing programs for a special project, and policy or regulation. Give a specific example of analysis, steps used in the development, evaluation, research, and implementation you presented to decision-makers. What recommendation did you make, was your recommendation adopted, and how was it implemented? If none, indicate "N/A."    06     This role involves various and spontaneous interactions with concerned citizens and public members. Is that something you can see yourself doing when the situation arises? Can you provide an example of how you would communicate with the general public about a controversial topic?    07     How many years of experience do you have with preparing contracts and working on vendor selections (e.g, single/sole source exceptions, exemptions, and/or requests for proposals)?    Required Question  Closing Date/Time: 4/19/2024 5:00 PM Pacific
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            The Job   Filing Deadline:   Applications will be accepted until filled      Apply  by 5:00 PM on Friday, February 2, 2024  to be considered for 1st Round Interviews     ~  Competitive  Annual Salary Range Depending on Qualifications: $69,534 - $98,529~          ~Anticipated 3% across the board salary increases effective February 2024/25*   ~ ~   Excellent benefits and bi-annual step increases of 2.5% up to Step 16      ~        ~  Select our    Modified Benefits Package    and Boost your base  salary by 4% up to $102,470   ~       The County Administrative Office (CAO) is recruiting for a Senior Executive Administrative Assistant* to perform a variety of highly responsible duties in support of department operations. Positions assigned to the CAO's office will work in a fast-paced, confidential environment, which requires multi-tasking, attention to detail, and excellent, executive-level customer service skills.    Responsibilities Include:      Compose written correspondence and maintain electronic and paper files.   Facilitate day-to-day office activities including sorting mail, answering phones, making copies, coordinating appointment needs, and maintaining staff calendars.  Support management with special projects, including gathering data, coordinating project logistics, and monitoring project timelines.  Maintain confidentiality of controversial, privileged and sensitive information to ensure customer confidence and operational integrity.  Create presentations and documents using desktop publishing software and digital graphics.  Welcome guests, customers, and officials by greeting them, in person or on the telephone; answering or directing inquiries while providing exemplary customer service.  Maintain professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.    This excellent opportunity for career growth, also offers a  lucrative compensation and benefits package  that includes bi-annual step increases of 2.5% up to max step (a dvanced step placement upon hire is subject to qualifications) , and the benefits listed below:   As an alternative to the traditional benefits package, you may also be eligible to elect the Modified Benefit Option (MBO) that provides an increased base rate of pay (4% above the base rate of pay) with modified benefits. For more detailed information on the MBO for Exempt Group, refer to the MBO - Exempt (Non-Elected) BbBOU - Benefits Summary Guide .        Click the links below for additional details:          Exempt Employee Compensation Ordinance        Summary of Traditional Benefits        Summary of Modified Benefits Option     * Salary increases contingent upon Property Related Revenue and/or statewide Realignment Sales Tax Collections performance   Remain current with employment opportunities by signing up for "New Job Notifications" at our career website: www.sbcounty.gov/jobs .         CONDITIONS OF EMPLOYMENT      Pre-Employment Process:     Applicants must pass a background investigation, which includes fingerprinting and physical exam, prior to appointment.     Work Environment:   Incumbents must operate with a high level of confidentiality and discretion when performing job duties.    Job Status:  Incumbents serve at the pleasure of the appointing authority in an "at will" unclassified status and do not attain status as regular County employees .     Sponsorship:     Please note San Bernardino County is not able to consider candidates who will require visa sponsorship at the time of application or in the future.   Minimum Requirements  To be considered for this excellent opportunity, applicants  must   meet the following minimum experience AND the typing requirement:    EXPERIENCE     Two and one-half (2-1/2) years of full-time equivalent   administrative secretarial experience   in support of a specified executive-level professional or administrative position(s) operating in a work environment that requires a high level of confidentiality and discretion . Duties must include : collecting and analyzing information/data, drafting reports based upon data analysis, special project management/support, composing and routing confidential correspondence, maintaining confidential files, records, and calendars for executives; and providing attentive and responsive customer service to internal and external stakeholders.     TYPING SPEED      Must   possess a minimum corrected typing/keyboarding speed of 40 WPM.        IMPORTANT NOTE:   General clerical experience (e.g., Office Assistant II, III, IV, Office Specialist) is   not  considered qualifying. Qualifying experience  must  be equivalent to the San Bernardino County Secretary II classification, and above, providing support to a specified executive-level professional or administrative position(s) (e.g., Board Office, County Administrative Office, Chief Executive Officer, Agency Director, Department Head, Division Chief).   Desired Qualifications  The ideal candidate will have:   Excellent interpersonal skills with the ability to manage sensitive and confidential situations with tact, professionalism, and diplomacy  Excellent verbal and written communication skills  Excellent organizational skills and attention to detail  Proficiency with Microsoft Office Suite or related software, advanced level in Outlook  Ability to manage/support multiple executive level staff calendars  Ability to identify solutions to coordinate multiple stakeholders for meetings  Ability to screen calls/emails and determine potential issues that need proactive response    Selection Process  There will be a    competitive evaluation    of qualifications   based on a review of the Application and Supplemental Questionnaire. It is to your advantage to be explicit in your responses on the Application and Supplemental Questionnaire.    Application Procedure   :   Please complete and submit the online employment application and supplemental questionnaire. Be sure to clearly describe, in the work experience section of the application, your experience in meeting and exceeding the desired qualifications as stated above. Resumes will not be accepted in lieu of completing the application and/or the supplemental questionnaire.    Application Review: Applications received by 5:00 PM on Friday, February 2, 2024,  will be included in the first review/processing of applications; subsequent reviews may be conducted as needed to meet business needs. Apply ASAP, as recruitment may close at anytime once a sufficient number of qualified applications are received.   To ensure timely and successful submission of your online application, please allow ample time to complete and submit your application before the posted filing deadline. Applicants will be automatically logged-out if they have not submitted the application and all required materials prior to the posted deadline. Once your application has been successfully submitted you will receive an onscreen confirmation and an email. We recommend that you save and/or print these for your records. Please note, if you do not receive an onscreen confirmation and an email acknowledging our receipt of your application we have not received your application.   If you require   technical assistance ,  please click  HERE  to review the Government Jobs  online application guide ,  or contact their Toll-Free Applicant Support line at (855) 524-5627. Please note that Human Resources is not responsible for any issues or delays caused by the internet connection, computer or browser used to submit the application. All communications regarding the remainder of the selection process will be    via email .   Please be sure the email provided on this application is always current; it is your responsibility to update your personal information. Update your Spam, Junk, Bulk and Firewall settings as needed to ensure that you receive all information pertaining to this recruitment.       EEO/ADA:       San Bernardino County is an     Equal Employment Opportunity (EEO)     and Americans with Disabilities Act (ADA) compliant employer, committed to providing equal employment opportunity to all employees and applicants.         ADA Accommodation:      If you have a disability and require accommodations in the testing process, submit the     Special Testing Accommodations Request Form     within one week of a recruitment filing deadline.       Veterans’ Preference:     Eligible veterans and their spouse or widow(er) who are not current County employees may be awarded additional Veterans’ Preference points. Click    here   for information and instructions to request Veteran's Preference points.     Please click HERE for important Applicant Information and the County Employment Process   .   Exempt Unit-Group C   The County of San Bernardino offers a range of benefit programs for employees and their eligible dependents. These include health, dental, vision, and life insurance, as well as a variety of voluntary benefits. Programs and benefit amounts vary and are based on bargaining unit, family size, hire date, plan selection, and number of hours worked.  For a summary of benefits, please click here .  Refer to the appropriate MOU, contact the County's Employee Benefits and Services Division at (909) 387-5787 or visit the Benefits website for more detailed information at hr.sbcounty.gov/employee-benefits/ .  Closing Date/Time: Continuous
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        The Job   Filing Deadline:   Applications will be accepted until filled      Apply  by 5:00 PM on Friday, February 2, 2024  to be considered for 1st Round Interviews     ~  Competitive  Annual Salary Range Depending on Qualifications: $69,534 - $98,529~          ~Anticipated 3% across the board salary increases effective February 2024/25*   ~ ~   Excellent benefits and bi-annual step increases of 2.5% up to Step 16      ~        ~  Select our    Modified Benefits Package    and Boost your base  salary by 4% up to $102,470   ~       The County Administrative Office (CAO) is recruiting for a Senior Executive Administrative Assistant* to perform a variety of highly responsible duties in support of department operations. Positions assigned to the CAO's office will work in a fast-paced, confidential environment, which requires multi-tasking, attention to detail, and excellent, executive-level customer service skills.    Responsibilities Include:      Compose written correspondence and maintain electronic and paper files.   Facilitate day-to-day office activities including sorting mail, answering phones, making copies, coordinating appointment needs, and maintaining staff calendars.  Support management with special projects, including gathering data, coordinating project logistics, and monitoring project timelines.  Maintain confidentiality of controversial, privileged and sensitive information to ensure customer confidence and operational integrity.  Create presentations and documents using desktop publishing software and digital graphics.  Welcome guests, customers, and officials by greeting them, in person or on the telephone; answering or directing inquiries while providing exemplary customer service.  Maintain professional and technical knowledge by attending educational workshops; reviewing professional publications; establishing personal networks; participating in professional societies.    This excellent opportunity for career growth, also offers a  lucrative compensation and benefits package  that includes bi-annual step increases of 2.5% up to max step (a dvanced step placement upon hire is subject to qualifications) , and the benefits listed below:   As an alternative to the traditional benefits package, you may also be eligible to elect the Modified Benefit Option (MBO) that provides an increased base rate of pay (4% above the base rate of pay) with modified benefits. For more detailed information on the MBO for Exempt Group, refer to the MBO - Exempt (Non-Elected) BbBOU - Benefits Summary Guide .        Click the links below for additional details:          Exempt Employee Compensation Ordinance        Summary of Traditional Benefits        Summary of Modified Benefits Option     * Salary increases contingent upon Property Related Revenue and/or statewide Realignment Sales Tax Collections performance   Remain current with employment opportunities by signing up for "New Job Notifications" at our career website: www.sbcounty.gov/jobs .         CONDITIONS OF EMPLOYMENT      Pre-Employment Process:     Applicants must pass a background investigation, which includes fingerprinting and physical exam, prior to appointment.     Work Environment:   Incumbents must operate with a high level of confidentiality and discretion when performing job duties.    Job Status:  Incumbents serve at the pleasure of the appointing authority in an "at will" unclassified status and do not attain status as regular County employees .     Sponsorship:     Please note San Bernardino County is not able to consider candidates who will require visa sponsorship at the time of application or in the future.   Minimum Requirements  To be considered for this excellent opportunity, applicants  must   meet the following minimum experience AND the typing requirement:    EXPERIENCE     Two and one-half (2-1/2) years of full-time equivalent   administrative secretarial experience   in support of a specified executive-level professional or administrative position(s) operating in a work environment that requires a high level of confidentiality and discretion . Duties must include : collecting and analyzing information/data, drafting reports based upon data analysis, special project management/support, composing and routing confidential correspondence, maintaining confidential files, records, and calendars for executives; and providing attentive and responsive customer service to internal and external stakeholders.     TYPING SPEED      Must   possess a minimum corrected typing/keyboarding speed of 40 WPM.        IMPORTANT NOTE:   General clerical experience (e.g., Office Assistant II, III, IV, Office Specialist) is   not  considered qualifying. Qualifying experience  must  be equivalent to the San Bernardino County Secretary II classification, and above, providing support to a specified executive-level professional or administrative position(s) (e.g., Board Office, County Administrative Office, Chief Executive Officer, Agency Director, Department Head, Division Chief).   Desired Qualifications  The ideal candidate will have:   Excellent interpersonal skills with the ability to manage sensitive and confidential situations with tact, professionalism, and diplomacy  Excellent verbal and written communication skills  Excellent organizational skills and attention to detail  Proficiency with Microsoft Office Suite or related software, advanced level in Outlook  Ability to manage/support multiple executive level staff calendars  Ability to identify solutions to coordinate multiple stakeholders for meetings  Ability to screen calls/emails and determine potential issues that need proactive response    Selection Process  There will be a    competitive evaluation    of qualifications   based on a review of the Application and Supplemental Questionnaire. It is to your advantage to be explicit in your responses on the Application and Supplemental Questionnaire.    Application Procedure   :   Please complete and submit the online employment application and supplemental questionnaire. Be sure to clearly describe, in the work experience section of the application, your experience in meeting and exceeding the desired qualifications as stated above. Resumes will not be accepted in lieu of completing the application and/or the supplemental questionnaire.    Application Review: Applications received by 5:00 PM on Friday, February 2, 2024,  will be included in the first review/processing of applications; subsequent reviews may be conducted as needed to meet business needs. Apply ASAP, as recruitment may close at anytime once a sufficient number of qualified applications are received.   To ensure timely and successful submission of your online application, please allow ample time to complete and submit your application before the posted filing deadline. Applicants will be automatically logged-out if they have not submitted the application and all required materials prior to the posted deadline. Once your application has been successfully submitted you will receive an onscreen confirmation and an email. We recommend that you save and/or print these for your records. Please note, if you do not receive an onscreen confirmation and an email acknowledging our receipt of your application we have not received your application.   If you require   technical assistance ,  please click  HERE  to review the Government Jobs  online application guide ,  or contact their Toll-Free Applicant Support line at (855) 524-5627. Please note that Human Resources is not responsible for any issues or delays caused by the internet connection, computer or browser used to submit the application. All communications regarding the remainder of the selection process will be    via email .   Please be sure the email provided on this application is always current; it is your responsibility to update your personal information. Update your Spam, Junk, Bulk and Firewall settings as needed to ensure that you receive all information pertaining to this recruitment.       EEO/ADA:       San Bernardino County is an     Equal Employment Opportunity (EEO)     and Americans with Disabilities Act (ADA) compliant employer, committed to providing equal employment opportunity to all employees and applicants.         ADA Accommodation:      If you have a disability and require accommodations in the testing process, submit the     Special Testing Accommodations Request Form     within one week of a recruitment filing deadline.       Veterans’ Preference:     Eligible veterans and their spouse or widow(er) who are not current County employees may be awarded additional Veterans’ Preference points. Click    here   for information and instructions to request Veteran's Preference points.     Please click HERE for important Applicant Information and the County Employment Process   .   Exempt Unit-Group C   The County of San Bernardino offers a range of benefit programs for employees and their eligible dependents. These include health, dental, vision, and life insurance, as well as a variety of voluntary benefits. Programs and benefit amounts vary and are based on bargaining unit, family size, hire date, plan selection, and number of hours worked.  For a summary of benefits, please click here .  Refer to the appropriate MOU, contact the County's Employee Benefits and Services Division at (909) 387-5787 or visit the Benefits website for more detailed information at hr.sbcounty.gov/employee-benefits/ .  Closing Date/Time: Continuous
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            Description    SOLANO COUNTY - COUNTY ADMINISTRATOR’S OFFICE  The mission of the County Administrator’s Office is to manage and coordinate all county government operations and other public policy program activities as required by federal, state and local law, and as directed by the Board of Supervisors in order to provide innovative, effective and fiscally responsible services to the people of Solano County.    The Office of the County Administrator:  Represents the Board in the County’s intergovernmental relations and performs general administrative duties.  Reviews and monitors County structure, programs, services and budgets, and makes recommendations for reorganizations, funding and positions necessary to conduct Departmental functions.   Plans, monitors and oversees County operations assuring that Board policies are carried out in an efficient, cost-effective and service oriented manner.     Click here to learn more about Solano County’s   County Administrator’s Office      THE POSITION    A Management Analyst provides management support and serves as a liaison between assigned County departments, County Administrative Office, and the Solano County Board of Supervisors by reviewing and analyzing budget requests, expenditures, agenda items, contracts, and other items requiring approval or concurrence by County Administrative Office or Board of Supervisors. The Analyst is also responsible for monitoring programmatic, personnel, and fiscal activities of assigned County departments. Analysts provide consultation to departments and information to the Board and County management team on a broad range of issues.   This position reports to the Assistant County Administrator who supports the County Administrator in her efforts to lead the County organization, and works in a team environment with other analysts and the budget officer to produce budgets, agenda reports, and policy reports for the County.   This is an at-will position, exempt from civil service and serves at the discretion of the appointing authority.    THE IDEAL CANDIDATE     The ideal candidate for this position should have a positive outlook, able to work in a fast-paced environment and be adept at managing multiple priorities in a fluid and continuously evolving government operation. And, the individual should demonstrate experience in the following and exhibit the following characteristics:   £ Familiarity with county government services; £ Participating in management, policy, and fiscal matters with county-level, agency-wide, and intergovernmental impact on state, county, city, or special district; £ Leading a team, or teams, of analysts and support staff; £ Developing, analyzing, and monitoring the agency budget and fiscal matters; £ Strong technical skills, and an ability to identify challenges or problems and conceive of analytical strategies to work towards solutions; £ Strategic thinking and planning with a vision balanced with realism; £ Outstanding written and oral communication skills; and £ Honesty, integrity, diplomacy, patience, a strong work ethic, and a sense of humor.     EDUCATION AND/OR EXPERIENCE REQUIREMENTS      Management Analyst (Journey):  $8,711.14 - $10,588.45/month   Experience:  Four (4) years of work experience in the public sector involving fiscal operations, budget development, financial/budget analysis, legislative analysis, operational management, and general management of various County functions;  AND     Education:  Bachelor’s degree from an accredited college or university, preferably in business administration, public administration, political science, economics or a closely related field.    Management Analyst (Senior):  $10,016.84 - $12,175.53/month    Experience:  Five (5) years of work experience in the public sector involving fiscal operations and analysis, budget development, financial/budget analysis, legislative analysis, operational management, and general management of various county functions;  AND    Education:  Bachelor’s degree from an accredited college or university, preferably in business administration, public administration, economics, political science, or a closely related field .     To view the job descriptions for this position, please visit:    Management Analyst (Journey)    Management Analyst (Senior)     SELECTION PROCESS       03/04/24 - 5:00PM PT  Deadline to submit application and required documents for first application review.   Based on the information provided in the application documents, the qualified applicants may be invited for further examination and will either be pre-scheduled by the Department of Human Resources or be invited to self-schedule. All applicants meeting the minimum qualifications are not guaranteed advancement through any subsequent phase of the examination. Depending upon the number of applications received, the selection process may consist of an initial application screening, a mandatory information meeting, a supplemental questionnaire assessment, a written and/or practical exam, an oral board exam, or any combination listed. Responses to supplemental questions may be used as screening and testing mechanisms and will be used to assess an applicant’s ability to advance in the process; as such, responses to supplemental questions should be treated as test examination responses. Information contained herein does not constitute either an expressed or implied contract.   All potential new hires and employees considered for promotion to management, confidential positions or unrepresented positions will be subject to a background and reference check after contingent job offer is accepted. These provisions are subject to change.   RETIREES - Solano County invites all qualified candidates to apply for positions; however pursuant to Government Code Section 21221(h) and 21224, hiring restrictions may apply to California Public Sector Pension Plan Retirees.     HOW TO APPLY      Applications must be submitted through the NEOGOV system. Paper copies of applications are not accepted. All additional application materials as requested in the job announcement (degree/transcripts, certificates, DD-214 if applicable, ADA Accommodation Request) must be submitted by the review deadline.   Previously submitted application materials (e.g., copies of diploma and/or transcripts, etc.) for prior recruitments will not be applied for this recruitment but must be re-submitted for this recruitment.   Any further questions can be directed to the Department of Human Resources at (707) 784-6170, business hours are Monday-Friday, 8:00 a.m.-5:00 p.m. EOE/AA.   Please note that all dates/times listed in the job announcement are Pacific Time.     DOCUMENT SUBMITTAL REQUIREMENTS     All candidates must submit a copy of their college diploma (verifying the degree, date earned and area of specialization) or official/unofficial transcripts (verifying institution, student, date, degree and area of specialization conferred) by the final filing deadline. Candidates who fail to submit their diploma or transcripts by the final filing date will be disqualified from the recruitment.   PLEASE NOTE THE FOLLOWING: Candidates who attended a college or university that is accredited by a foreign or non-U.S. accrediting agency must have their educational units evaluated by an educational evaluation service. The result must be submitted to the Human Resources Department no later than the close of the recruitment. Please contact the local college or university to learn where this service can be obtained.    How to Submit Your Documents   In addition to uploading attachments when applying online, candidates may submit documents by fax to (707) 784-3424, or by email to  recruitment@solanocounty.com . Be sure to include the recruitment title (Management Analyst (Journey/Senior) DOQ) and the recruitment number (24-103010-01) in your email or fax.     AMERICANS WITH DISABILITIES ACT     It is the policy of Solano County that all employment decisions and personnel policies will be applied equally to all County employees and applicants and be based upon the needs of County service, job related merit, and ability to perform the job.   APPLICANTS WITH DISABILITIES: Qualified individuals with a disability, who are able to perform the essential functions of the job, with or without reasonable accommodation, and need an accommodation during any phase of the recruitment/testing/examination process (as detailed in the “Selection Process”), must complete the following Request for Testing Accommodation by Applicants with Disabilities form:  http://www.solanocounty.com/civicax/filebank/blobdload.aspx?BlobID=23215 .   This form must be received in the Human Resources Department by the final filing date of the recruitment. Applicants will be contacted to discuss the specifics of the request.  We offer a benefits package to employees which includes health care, dental, vision, retirement, deferred compensation plans, flexible spending accounts, life insurance, holidays, vacation, and sick leave.  To learn more, view our benefits summary .  Closing Date/Time: Continuous
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        Description    SOLANO COUNTY - COUNTY ADMINISTRATOR’S OFFICE  The mission of the County Administrator’s Office is to manage and coordinate all county government operations and other public policy program activities as required by federal, state and local law, and as directed by the Board of Supervisors in order to provide innovative, effective and fiscally responsible services to the people of Solano County.    The Office of the County Administrator:  Represents the Board in the County’s intergovernmental relations and performs general administrative duties.  Reviews and monitors County structure, programs, services and budgets, and makes recommendations for reorganizations, funding and positions necessary to conduct Departmental functions.   Plans, monitors and oversees County operations assuring that Board policies are carried out in an efficient, cost-effective and service oriented manner.     Click here to learn more about Solano County’s   County Administrator’s Office      THE POSITION    A Management Analyst provides management support and serves as a liaison between assigned County departments, County Administrative Office, and the Solano County Board of Supervisors by reviewing and analyzing budget requests, expenditures, agenda items, contracts, and other items requiring approval or concurrence by County Administrative Office or Board of Supervisors. The Analyst is also responsible for monitoring programmatic, personnel, and fiscal activities of assigned County departments. Analysts provide consultation to departments and information to the Board and County management team on a broad range of issues.   This position reports to the Assistant County Administrator who supports the County Administrator in her efforts to lead the County organization, and works in a team environment with other analysts and the budget officer to produce budgets, agenda reports, and policy reports for the County.   This is an at-will position, exempt from civil service and serves at the discretion of the appointing authority.    THE IDEAL CANDIDATE     The ideal candidate for this position should have a positive outlook, able to work in a fast-paced environment and be adept at managing multiple priorities in a fluid and continuously evolving government operation. And, the individual should demonstrate experience in the following and exhibit the following characteristics:   £ Familiarity with county government services; £ Participating in management, policy, and fiscal matters with county-level, agency-wide, and intergovernmental impact on state, county, city, or special district; £ Leading a team, or teams, of analysts and support staff; £ Developing, analyzing, and monitoring the agency budget and fiscal matters; £ Strong technical skills, and an ability to identify challenges or problems and conceive of analytical strategies to work towards solutions; £ Strategic thinking and planning with a vision balanced with realism; £ Outstanding written and oral communication skills; and £ Honesty, integrity, diplomacy, patience, a strong work ethic, and a sense of humor.     EDUCATION AND/OR EXPERIENCE REQUIREMENTS      Management Analyst (Journey):  $8,711.14 - $10,588.45/month   Experience:  Four (4) years of work experience in the public sector involving fiscal operations, budget development, financial/budget analysis, legislative analysis, operational management, and general management of various County functions;  AND     Education:  Bachelor’s degree from an accredited college or university, preferably in business administration, public administration, political science, economics or a closely related field.    Management Analyst (Senior):  $10,016.84 - $12,175.53/month    Experience:  Five (5) years of work experience in the public sector involving fiscal operations and analysis, budget development, financial/budget analysis, legislative analysis, operational management, and general management of various county functions;  AND    Education:  Bachelor’s degree from an accredited college or university, preferably in business administration, public administration, economics, political science, or a closely related field .     To view the job descriptions for this position, please visit:    Management Analyst (Journey)    Management Analyst (Senior)     SELECTION PROCESS       03/04/24 - 5:00PM PT  Deadline to submit application and required documents for first application review.   Based on the information provided in the application documents, the qualified applicants may be invited for further examination and will either be pre-scheduled by the Department of Human Resources or be invited to self-schedule. All applicants meeting the minimum qualifications are not guaranteed advancement through any subsequent phase of the examination. Depending upon the number of applications received, the selection process may consist of an initial application screening, a mandatory information meeting, a supplemental questionnaire assessment, a written and/or practical exam, an oral board exam, or any combination listed. Responses to supplemental questions may be used as screening and testing mechanisms and will be used to assess an applicant’s ability to advance in the process; as such, responses to supplemental questions should be treated as test examination responses. Information contained herein does not constitute either an expressed or implied contract.   All potential new hires and employees considered for promotion to management, confidential positions or unrepresented positions will be subject to a background and reference check after contingent job offer is accepted. These provisions are subject to change.   RETIREES - Solano County invites all qualified candidates to apply for positions; however pursuant to Government Code Section 21221(h) and 21224, hiring restrictions may apply to California Public Sector Pension Plan Retirees.     HOW TO APPLY      Applications must be submitted through the NEOGOV system. Paper copies of applications are not accepted. All additional application materials as requested in the job announcement (degree/transcripts, certificates, DD-214 if applicable, ADA Accommodation Request) must be submitted by the review deadline.   Previously submitted application materials (e.g., copies of diploma and/or transcripts, etc.) for prior recruitments will not be applied for this recruitment but must be re-submitted for this recruitment.   Any further questions can be directed to the Department of Human Resources at (707) 784-6170, business hours are Monday-Friday, 8:00 a.m.-5:00 p.m. EOE/AA.   Please note that all dates/times listed in the job announcement are Pacific Time.     DOCUMENT SUBMITTAL REQUIREMENTS     All candidates must submit a copy of their college diploma (verifying the degree, date earned and area of specialization) or official/unofficial transcripts (verifying institution, student, date, degree and area of specialization conferred) by the final filing deadline. Candidates who fail to submit their diploma or transcripts by the final filing date will be disqualified from the recruitment.   PLEASE NOTE THE FOLLOWING: Candidates who attended a college or university that is accredited by a foreign or non-U.S. accrediting agency must have their educational units evaluated by an educational evaluation service. The result must be submitted to the Human Resources Department no later than the close of the recruitment. Please contact the local college or university to learn where this service can be obtained.    How to Submit Your Documents   In addition to uploading attachments when applying online, candidates may submit documents by fax to (707) 784-3424, or by email to  recruitment@solanocounty.com . Be sure to include the recruitment title (Management Analyst (Journey/Senior) DOQ) and the recruitment number (24-103010-01) in your email or fax.     AMERICANS WITH DISABILITIES ACT     It is the policy of Solano County that all employment decisions and personnel policies will be applied equally to all County employees and applicants and be based upon the needs of County service, job related merit, and ability to perform the job.   APPLICANTS WITH DISABILITIES: Qualified individuals with a disability, who are able to perform the essential functions of the job, with or without reasonable accommodation, and need an accommodation during any phase of the recruitment/testing/examination process (as detailed in the “Selection Process”), must complete the following Request for Testing Accommodation by Applicants with Disabilities form:  http://www.solanocounty.com/civicax/filebank/blobdload.aspx?BlobID=23215 .   This form must be received in the Human Resources Department by the final filing date of the recruitment. Applicants will be contacted to discuss the specifics of the request.  We offer a benefits package to employees which includes health care, dental, vision, retirement, deferred compensation plans, flexible spending accounts, life insurance, holidays, vacation, and sick leave.  To learn more, view our benefits summary .  Closing Date/Time: Continuous
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            Examples of Duties    Desirable:   Litigation or dependency experience    Duties may include, but are not limited to the following:     Serves as legal counsel and attends meetings of boards and commissions.    May act as legal advisor to County offices and departments.    Prepares formal legislative measures, ordinances, resolutions, deeds, contracts, leases, and other legal instruments.    Prosecutes and defends civil actions on behalf of the County and special districts in federal and state court, appellate courts, and various administrative bodies.    Confers with and advises officers of County departments and representatives of special districts on questions pertaining to their respective powers, duties, functions, and obligations.    May provide lead direction and act as a legal resource to other professional staff.    Assists the County Counsel, Assistant County Counsel, and Chief Deputy County Counsels as needed.    Minimum Qualifications   Experience:    Level I   None   Level II   One (1) year of experience in the practice of civil or criminal law.   Level III   Two (2) years of increasingly responsible experience in the practice of civil law.   Level IV   One (1) year of experience as a Deputy County Counsel III with Merced County. OR Four (4) years of experience in the practice of civil law.   License:   Active membership in the State Bar of California at time of appointment.  Essential Functions   ESSENTIAL FUNCTIONS     Communicate effectively with others in person and over the telephone.    Analyze data, interpret policies, procedures and regulations; develop appropriate conclusions.    Meet deadlines under stressful conditions; complete multiple projects with conflicting deadlines.    Resolve conflicts and respond appropriately to complaints.    Maintain confidential information according to legal standards and/or County regulations.    Establish, implement and achieve goals and objectives.    Frequent use of depth perception, peripheral vision and color perception.    Frequently lift, carry, reach, push, pull, twist and manipulate large and small objects.    Frequent use of hand-eye coordination; normal dexterity, frequent holding and grasping.    Frequent use of data entry device including repetitive hand and arm motion.    Occasionally lift and carry up to 40 pounds.    Regular attendance is an essential function.    Knowledge of:    The Government Code and other California statutes, and their application to governmental subdivisions.    The principle of civil, constitutional, and administrative laws.    Legal research methods.    Principle of staff training and project coordination.    Ability to:    Perform difficult legal research.    Analyze and apply legal principles and precedents to specific local government problems.    Develop legal issues and present clear and logical arguments and statements of fact and law.    Draft ordinances, contracts, and legal instruments.    Train subordinate staff.      HOLIDAYS & LEAVES  MANAGEMENT LEAVE      May receive, depending upon classification, 96 hours per Fiscal Year (prorated for the time remaining in the fiscal year).       VACATION        10 days the first 5 years of continuous employment (limited to a maximum of 160 hours), 15 days in the second 5 years of continuous employment (limited to a maximum of 240 hours), and 20 days after 10 years of continuous employment (limited to a maximum of 320 hours). Optional annual sell back of a portion of accumulated vacation leave hours (maximum - 40 hours).         SICK LEAVE          .0462 hours sick leave for each paid regularly scheduled work hour. 12 days (96 hours per year) with unlimited accumulation. Optional annual buy back of a portion of accumulated sick leave hours upon meeting certain criteria.           HOLIDAYS            Twelve paid holidays annually plus one optional holiday.             BEREAVEMENT LEAVE              Three (3) regularly scheduled consecutive work days or five (5) days if distance traveled over 500 miles one-way.               INSURANCE   HEALTH    INSURANCE          Medical Insurance - Merced County offers five Medical Plans and contributes towards employee and dependent premiums. Medical plan availability varies based on bargaining units.     Anthem 200 EPO     Anthem 500 EPO     Anthem 1500 EPO     Anthem HDHP (High Deductible Medical Plan) with Health Savings Account (HSA)     Anthem HDHP (High Deductible Medical Plan) without Health Savings Account (HSA)     Dental Insurance -Delta Dental     Calendar Year Maximums     County pays 100% of the premium for employees and 50% for dependent(s)     Vision Insurance - VSP     County pays 100% of the premium for employees and 50% for dependent(s)                DISABILITY INSURANCE                         Management Disability Plan includes a comprehensive Short/Long Term Disability plan paid for by the County.                          LIFE INSURANCE                       $50,000 County-paid Management Life Insurance coverage. $5,000 County-paid Life Insurance coverage (Accidental Death and Dismemberment included). Voluntary Term Life and Universal Life Insurance available - premium paid by employee.                        RETIREMENT   DEFERRED COMPENSATION                            The County offers a 457 Deferred Compensation Plan. Employees choose their investment funds and can make pretax contributions to the plan up to the maximum allowable.                              MERCED COUNTY EMPLOYEE RETIREMENT ASSOCIATION                                 The retirement plan is a defined benefit plan administered pursuant to the County Employees Retirement Law of 1937 and other provisions of the California Government Code. MCERA members also pay into Social Security.The applicable benefit formula is dependent upon your hire date with an MCERA employer; yourpension amount will be determined by your age, years of service and final compensation amount.                                  EMPLOYEE PROGRAMS   EMPLOYEE    ASSISTANCE PROGRAM (EAP)                                    Anthem EAP services provides up to five face-to-face counseling sessions per incident and provides a toll-free "800" hotline available 24/7 for emergencies and crisis intervention. EAP services include counseling services, legal services, financial services and work-life resource services.                                     EMPLOYEE TICKETS, COUPONS, and DISCOUNTS                                     The County of Merced has partnered with Employee Savings Tickets to provide discounted coupons and tickets for all county employees to attractions throughout the state and out-of-state. The discounts and coupons are available for shopping, movies, sporting events, theme parks, zoos and aquariums and much more.   THIS BULLETIN IS NOT A CONTRACT AND DOES NOT CREATE CONTRACTUAL OR LEGAL RIGHTS ON BEHALF OF ANY EMPLOYEE. THIS BULLETIN IS SUBJECT OF BEING SUPPLEMENTED, MODIFIED, WITHDRAWN OR OTHERWISE CHANGED PENDING LABOR AGREEMENTS AND/OR AT THE DISCRETION OF THE COUNTY EXECUTIVE OFFICER OR AS THE BOARD OF SUPERVISORS DEEM NECESSARY.                                  For answers to specific questions regarding employee benefits, please call Human Resources at 209.385.7682.                   Closing Date/Time: Continuous
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        Examples of Duties    Desirable:   Litigation or dependency experience    Duties may include, but are not limited to the following:     Serves as legal counsel and attends meetings of boards and commissions.    May act as legal advisor to County offices and departments.    Prepares formal legislative measures, ordinances, resolutions, deeds, contracts, leases, and other legal instruments.    Prosecutes and defends civil actions on behalf of the County and special districts in federal and state court, appellate courts, and various administrative bodies.    Confers with and advises officers of County departments and representatives of special districts on questions pertaining to their respective powers, duties, functions, and obligations.    May provide lead direction and act as a legal resource to other professional staff.    Assists the County Counsel, Assistant County Counsel, and Chief Deputy County Counsels as needed.    Minimum Qualifications   Experience:    Level I   None   Level II   One (1) year of experience in the practice of civil or criminal law.   Level III   Two (2) years of increasingly responsible experience in the practice of civil law.   Level IV   One (1) year of experience as a Deputy County Counsel III with Merced County. OR Four (4) years of experience in the practice of civil law.   License:   Active membership in the State Bar of California at time of appointment.  Essential Functions   ESSENTIAL FUNCTIONS     Communicate effectively with others in person and over the telephone.    Analyze data, interpret policies, procedures and regulations; develop appropriate conclusions.    Meet deadlines under stressful conditions; complete multiple projects with conflicting deadlines.    Resolve conflicts and respond appropriately to complaints.    Maintain confidential information according to legal standards and/or County regulations.    Establish, implement and achieve goals and objectives.    Frequent use of depth perception, peripheral vision and color perception.    Frequently lift, carry, reach, push, pull, twist and manipulate large and small objects.    Frequent use of hand-eye coordination; normal dexterity, frequent holding and grasping.    Frequent use of data entry device including repetitive hand and arm motion.    Occasionally lift and carry up to 40 pounds.    Regular attendance is an essential function.    Knowledge of:    The Government Code and other California statutes, and their application to governmental subdivisions.    The principle of civil, constitutional, and administrative laws.    Legal research methods.    Principle of staff training and project coordination.    Ability to:    Perform difficult legal research.    Analyze and apply legal principles and precedents to specific local government problems.    Develop legal issues and present clear and logical arguments and statements of fact and law.    Draft ordinances, contracts, and legal instruments.    Train subordinate staff.      HOLIDAYS & LEAVES  MANAGEMENT LEAVE      May receive, depending upon classification, 96 hours per Fiscal Year (prorated for the time remaining in the fiscal year).       VACATION        10 days the first 5 years of continuous employment (limited to a maximum of 160 hours), 15 days in the second 5 years of continuous employment (limited to a maximum of 240 hours), and 20 days after 10 years of continuous employment (limited to a maximum of 320 hours). Optional annual sell back of a portion of accumulated vacation leave hours (maximum - 40 hours).         SICK LEAVE          .0462 hours sick leave for each paid regularly scheduled work hour. 12 days (96 hours per year) with unlimited accumulation. Optional annual buy back of a portion of accumulated sick leave hours upon meeting certain criteria.           HOLIDAYS            Twelve paid holidays annually plus one optional holiday.             BEREAVEMENT LEAVE              Three (3) regularly scheduled consecutive work days or five (5) days if distance traveled over 500 miles one-way.               INSURANCE   HEALTH    INSURANCE          Medical Insurance - Merced County offers five Medical Plans and contributes towards employee and dependent premiums. Medical plan availability varies based on bargaining units.     Anthem 200 EPO     Anthem 500 EPO     Anthem 1500 EPO     Anthem HDHP (High Deductible Medical Plan) with Health Savings Account (HSA)     Anthem HDHP (High Deductible Medical Plan) without Health Savings Account (HSA)     Dental Insurance -Delta Dental     Calendar Year Maximums     County pays 100% of the premium for employees and 50% for dependent(s)     Vision Insurance - VSP     County pays 100% of the premium for employees and 50% for dependent(s)                DISABILITY INSURANCE                         Management Disability Plan includes a comprehensive Short/Long Term Disability plan paid for by the County.                          LIFE INSURANCE                       $50,000 County-paid Management Life Insurance coverage. $5,000 County-paid Life Insurance coverage (Accidental Death and Dismemberment included). Voluntary Term Life and Universal Life Insurance available - premium paid by employee.                        RETIREMENT   DEFERRED COMPENSATION                            The County offers a 457 Deferred Compensation Plan. Employees choose their investment funds and can make pretax contributions to the plan up to the maximum allowable.                              MERCED COUNTY EMPLOYEE RETIREMENT ASSOCIATION                                 The retirement plan is a defined benefit plan administered pursuant to the County Employees Retirement Law of 1937 and other provisions of the California Government Code. MCERA members also pay into Social Security.The applicable benefit formula is dependent upon your hire date with an MCERA employer; yourpension amount will be determined by your age, years of service and final compensation amount.                                  EMPLOYEE PROGRAMS   EMPLOYEE    ASSISTANCE PROGRAM (EAP)                                    Anthem EAP services provides up to five face-to-face counseling sessions per incident and provides a toll-free "800" hotline available 24/7 for emergencies and crisis intervention. EAP services include counseling services, legal services, financial services and work-life resource services.                                     EMPLOYEE TICKETS, COUPONS, and DISCOUNTS                                     The County of Merced has partnered with Employee Savings Tickets to provide discounted coupons and tickets for all county employees to attractions throughout the state and out-of-state. The discounts and coupons are available for shopping, movies, sporting events, theme parks, zoos and aquariums and much more.   THIS BULLETIN IS NOT A CONTRACT AND DOES NOT CREATE CONTRACTUAL OR LEGAL RIGHTS ON BEHALF OF ANY EMPLOYEE. THIS BULLETIN IS SUBJECT OF BEING SUPPLEMENTED, MODIFIED, WITHDRAWN OR OTHERWISE CHANGED PENDING LABOR AGREEMENTS AND/OR AT THE DISCRETION OF THE COUNTY EXECUTIVE OFFICER OR AS THE BOARD OF SUPERVISORS DEEM NECESSARY.                                  For answers to specific questions regarding employee benefits, please call Human Resources at 209.385.7682.                   Closing Date/Time: Continuous
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            Introduction  This examination is being given to fill several full-time and part-time vacancies in theProbation Departmentand to establish an eligible list to fill future vacancies.     The Juvenile Detention Officer Assistant (JDOA) is the trainee level in the Juvenile Detention Officer series. As trainees, the incumbents are assigned to perform routine activities under close supervision and receive departmental training. Under immediate supervision, the JDOA maintains the safety, security and discipline in an assigned unit for juveniles; supervises and guides the behavior of juveniles; enforces facility rules and regulations; advises juveniles in proper standards of personal conduct; observes and assesses behavior and needs of groups and individuals within groups; and does related or other work as required in accordance with Rule 3, Section 3 of the Civil Service Rules.     The Juvenile Detention Facility is a 24-hour operation. These positions require working rotating shifts which will include weekends and holidays, as well as working overtime. The shifts are: 6:00 am - 6:00 pm; 9:00 am - 9:00 pm; and 6:00 pm - 6:00 am.     Candidates must participate in a mandatory orientation and successfully pass a background investigation, pre-employment physical and drug screen prior to employment.  Candidates who pass the written exam will need to complete the Personal History Statement(PHS), which they will receive at the mandatory orientation. To review the PHS, click on the link to the Peace Officer Standards and Training (POST) forms page - San Joaquin County uses form 2-251: PHS - Peace Officer        Prior Candidates for the BSCC Selection Exam for Adult Corrections Officer (ACO), Juvenile Corrections Officer (JCO)and Probation Officer (PO) Classifications for Local Corrections:   For applicants who took this exam on or after August 17, 2020 and achieved a T-score of 45 or above, San Joaquin County will allowapplicants to submit their T-score in lieu of retaking the written exam, but the employment application for San Joaquin County must still be submitted and must meet the minimum qualifications for Juvenile Detention Officer Assistant in San Joaquin County. POST exam T-scores are not accepted in lieu of taking this exam. The T-score must be on agency letterhead and must show t he name of the agency that administered the exam, t he name of the exam, the date the exam was given and the candidate's name. The T-score letter must be submitted with the employment application.   Supporting a Safer, Stronger Community     The San Joaquin County Probation Department is committed to increasing public safety, supporting victims, and reducing recidivism through client accountability and support; thereby making ourcommunity safer and stronger.     We are dedicated to inspiring positive change by delivering proven evidence-based practices, which assist clients in identifying a path to productive life choices.     San Joaquin County Probation has a shared set of values.   We value excellence, importance of the individual, team concept, ethical conduct, professionalism, importance of community and a safe and healthy environment.   Resumes will not be accepted in lieu of an application. A completed application must be postmarked or received online by the final filing deadline.      NOTE: All correspondences relating to this recruitment will be delivered via e-mail. The e-mail account used will be the one provided on your employment application during time of submittal. Please be sure to check your e-mail often for updates. If you do not have an e-mail account on file, Human Resources will send you correspondences via US Mail.    TYPICAL DUTIES      Maintains security and discipline over assigned unit or program; enforces rules and regulations of the facility and program.     Supervises and guides youthful offender behavior; advises youthful offenders in proper standards of personal conduct.     May counsel or assist in counseling youthful offenders individually or in groups.     Documents and relates information to appropriate persons.     Conducts programs related to recreation and work activities; participates in behavior modification programs such as anger management, victim awareness and the like; assists in planning activities and programs.     Prepares and maintains conduct records and reports regarding youthful offenders for use in placement or court proceedings, including incident reports.     May be required to perform basic housekeeping tasks; conducts room checks and searches; scans incoming and outgoing mail; searches youthful offenders for contraband.     Learns to subdue and restrain violent or attacking youthful offenders when appropriate for the safety and protection of themselves and others.     Uses computers and youthful offender detention specific programs for detention management and communications.     Transports youthful offenders, when necessary.       MINIMUM QUALIFICATIONS  Note: Supplemental application must be submitted with employment application.     EITHER PATTERN I         Education  : Completion of thirty semester (or equivalent quarter) units at an accredited college or university, including at least six semester (or equivalent quarter) units in the social or behavioral sciences.     OR PATTERN II         Experience  : One year of full-time experience in law enforcement, correctional work in a probation or parole agency, detention or residential treatment facility, correctional institution, or supervision of residents in a youth or adult housing program.    AND FOR BOTH PATTERNS      License  : Possession of a valid California driver’s license.     Special Requirements  : The Juvenile Detention Officer Assistant must successfully complete the required Juvenile Corrections Officer Core Course training during the first year of appointment as established by the California Board of State and Community Corrections.  Employees in this classification are peace officers as defined by Section 830.5 of the Penal Code and must satisfy the State of California criteria for peace officer status.  Employees must also conform to all training as well as other requirements including those necessary to hold and maintain peace officer status pursuant to the California Government Code.   KNOWLEDGE  Knowledge of : California youthful offender justice system; general principles of human behavior, normal and abnormal; basic group and individual counseling techniques; basic psychological theories, terminology and treatment methods; community interaction and collaborative problem solving; general principles of report writing and composition; basic computer literacy; personal co mputer systems and computer software.   ABILITY  Ability to : establish rapport with youthful offenders; recognize emotional and behavioral problems; assess physical and emotional needs of individual youthful offenders; demonstrate clear written and oral skills; follow written and oral instructions/procedures; enforce rules and regulations with firmness; organize and direct the activities of youthful offenders; utilize a variety of office equipment, including computer operation; operate communications and safety equipment; work different shifts, weekends, holidays and extended schedules; work with other staff to effect job duties; relate to a wide variety of socio-economic, cultural and ethnic backgrounds; physically restrain or subdue youthful offenders for the safety of themselves and others; drive in a safe manner.   PHYSICAL/MENTAL REQUIREMENTS  Mobility ---Constant standing, walking, running, stooping, bending, climbing stairs and lifting of individuals which require strength, coordination, endurance and agility, driving, operation of a computer; Visual - - -constant overall vision; constant color perception, constant eye-hand coordination; constant depth perception; frequent reading/close-up work; constant field of vision/peripheral; Dexterity ---frequent repetitive motion and reaching; Hearing/Talking ---constant requirement to hear normal speech; constant hearing on telephone and radio; ability to hear faint sounds; constant talking on telephone/radio; Emotional/Psychological ---constant contact with hostile individuals; frequent exposure to emergency situations; frequent exposure to trauma, grief and death; frequent public contact; frequent decision-making; frequent concentration; Special Requirements --- assignments may require working weekend, nights, and/or occasional overtime; Environmental --- occasional exposure to varied weather conditions.  San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.   Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented by SEIU Local 1021 .      Health Insurance :   San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :   The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.      Life Insurance :   The County provides eligible employees with life insurance coverage as follows:     1 but less than 3 years of continuous service: $1,000  3 but less than 5 years of continuous service: $3,000  5 but less than 10 years of continuous service: $5,000 10 years of continuous service or more: $10,000     Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   : The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $18,000 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $24,000.  The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   : Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals, use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of an immediate family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:   The County contributes up to $17 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures  Applicants who meet the minimum qualifications will go through the following examination process:         Written Exam  : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam  : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.         Written & Oral Exam:   If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out:   A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.         Note:   The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.       Testing Accommodation:   Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.       Veteran’s Points   : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.  Note:  A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.     Acceptable wartime service dates:       September 16, 1940 to December 31, 1946       June 27, 1950 to January 31, 1955       August 5, 1964 to May 7, 1975       Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.          Eligible Lists:    Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.      Certification/Referral:   Names from the eligible list will be referred to the hiring department by the following methods.        Rule of the Rank:   The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.      Rule of Five:    The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Rule of the List:  For classifications designated by the Director of Human Resources, the entire eligible list will be referred to the department.        Physical Exam:   Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.      Pre-Employment Drug Screening Exam:  Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.      Employment of Relatives:   Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;       They are related to the Appointing Authority or       The employment would result in one of them supervising the work of the other.         Department Head may establish additional limitations on the hiring of relatives by departmental rule.      Proof of Eligibility:   If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.   HOW TO APPLY    Apply Online:       www.sjgov.org/department/hr      By mail or in person:       San Joaquin County Human Resources     44 N. San Joaquin Street Suite 330     Stockton, CA 95202     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.       When a final filing date is indicated, applications must be filed with the Human Resources Division before 5:00 p.m. or postmarked by the final filing date. Resumes will not be accepted in lieu of an application. Applications sent through county inter-office mail, which are not received by the final filing date, will not be accepted. ( The County assumes no responsibility for mailed applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       Equal Opportunity Employer  : San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to   www.sjgov.org/department/hr/eeo   .       Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: Continuous
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        Introduction  This examination is being given to fill several full-time and part-time vacancies in theProbation Departmentand to establish an eligible list to fill future vacancies.     The Juvenile Detention Officer Assistant (JDOA) is the trainee level in the Juvenile Detention Officer series. As trainees, the incumbents are assigned to perform routine activities under close supervision and receive departmental training. Under immediate supervision, the JDOA maintains the safety, security and discipline in an assigned unit for juveniles; supervises and guides the behavior of juveniles; enforces facility rules and regulations; advises juveniles in proper standards of personal conduct; observes and assesses behavior and needs of groups and individuals within groups; and does related or other work as required in accordance with Rule 3, Section 3 of the Civil Service Rules.     The Juvenile Detention Facility is a 24-hour operation. These positions require working rotating shifts which will include weekends and holidays, as well as working overtime. The shifts are: 6:00 am - 6:00 pm; 9:00 am - 9:00 pm; and 6:00 pm - 6:00 am.     Candidates must participate in a mandatory orientation and successfully pass a background investigation, pre-employment physical and drug screen prior to employment.  Candidates who pass the written exam will need to complete the Personal History Statement(PHS), which they will receive at the mandatory orientation. To review the PHS, click on the link to the Peace Officer Standards and Training (POST) forms page - San Joaquin County uses form 2-251: PHS - Peace Officer        Prior Candidates for the BSCC Selection Exam for Adult Corrections Officer (ACO), Juvenile Corrections Officer (JCO)and Probation Officer (PO) Classifications for Local Corrections:   For applicants who took this exam on or after August 17, 2020 and achieved a T-score of 45 or above, San Joaquin County will allowapplicants to submit their T-score in lieu of retaking the written exam, but the employment application for San Joaquin County must still be submitted and must meet the minimum qualifications for Juvenile Detention Officer Assistant in San Joaquin County. POST exam T-scores are not accepted in lieu of taking this exam. The T-score must be on agency letterhead and must show t he name of the agency that administered the exam, t he name of the exam, the date the exam was given and the candidate's name. The T-score letter must be submitted with the employment application.   Supporting a Safer, Stronger Community     The San Joaquin County Probation Department is committed to increasing public safety, supporting victims, and reducing recidivism through client accountability and support; thereby making ourcommunity safer and stronger.     We are dedicated to inspiring positive change by delivering proven evidence-based practices, which assist clients in identifying a path to productive life choices.     San Joaquin County Probation has a shared set of values.   We value excellence, importance of the individual, team concept, ethical conduct, professionalism, importance of community and a safe and healthy environment.   Resumes will not be accepted in lieu of an application. A completed application must be postmarked or received online by the final filing deadline.      NOTE: All correspondences relating to this recruitment will be delivered via e-mail. The e-mail account used will be the one provided on your employment application during time of submittal. Please be sure to check your e-mail often for updates. If you do not have an e-mail account on file, Human Resources will send you correspondences via US Mail.    TYPICAL DUTIES      Maintains security and discipline over assigned unit or program; enforces rules and regulations of the facility and program.     Supervises and guides youthful offender behavior; advises youthful offenders in proper standards of personal conduct.     May counsel or assist in counseling youthful offenders individually or in groups.     Documents and relates information to appropriate persons.     Conducts programs related to recreation and work activities; participates in behavior modification programs such as anger management, victim awareness and the like; assists in planning activities and programs.     Prepares and maintains conduct records and reports regarding youthful offenders for use in placement or court proceedings, including incident reports.     May be required to perform basic housekeeping tasks; conducts room checks and searches; scans incoming and outgoing mail; searches youthful offenders for contraband.     Learns to subdue and restrain violent or attacking youthful offenders when appropriate for the safety and protection of themselves and others.     Uses computers and youthful offender detention specific programs for detention management and communications.     Transports youthful offenders, when necessary.       MINIMUM QUALIFICATIONS  Note: Supplemental application must be submitted with employment application.     EITHER PATTERN I         Education  : Completion of thirty semester (or equivalent quarter) units at an accredited college or university, including at least six semester (or equivalent quarter) units in the social or behavioral sciences.     OR PATTERN II         Experience  : One year of full-time experience in law enforcement, correctional work in a probation or parole agency, detention or residential treatment facility, correctional institution, or supervision of residents in a youth or adult housing program.    AND FOR BOTH PATTERNS      License  : Possession of a valid California driver’s license.     Special Requirements  : The Juvenile Detention Officer Assistant must successfully complete the required Juvenile Corrections Officer Core Course training during the first year of appointment as established by the California Board of State and Community Corrections.  Employees in this classification are peace officers as defined by Section 830.5 of the Penal Code and must satisfy the State of California criteria for peace officer status.  Employees must also conform to all training as well as other requirements including those necessary to hold and maintain peace officer status pursuant to the California Government Code.   KNOWLEDGE  Knowledge of : California youthful offender justice system; general principles of human behavior, normal and abnormal; basic group and individual counseling techniques; basic psychological theories, terminology and treatment methods; community interaction and collaborative problem solving; general principles of report writing and composition; basic computer literacy; personal co mputer systems and computer software.   ABILITY  Ability to : establish rapport with youthful offenders; recognize emotional and behavioral problems; assess physical and emotional needs of individual youthful offenders; demonstrate clear written and oral skills; follow written and oral instructions/procedures; enforce rules and regulations with firmness; organize and direct the activities of youthful offenders; utilize a variety of office equipment, including computer operation; operate communications and safety equipment; work different shifts, weekends, holidays and extended schedules; work with other staff to effect job duties; relate to a wide variety of socio-economic, cultural and ethnic backgrounds; physically restrain or subdue youthful offenders for the safety of themselves and others; drive in a safe manner.   PHYSICAL/MENTAL REQUIREMENTS  Mobility ---Constant standing, walking, running, stooping, bending, climbing stairs and lifting of individuals which require strength, coordination, endurance and agility, driving, operation of a computer; Visual - - -constant overall vision; constant color perception, constant eye-hand coordination; constant depth perception; frequent reading/close-up work; constant field of vision/peripheral; Dexterity ---frequent repetitive motion and reaching; Hearing/Talking ---constant requirement to hear normal speech; constant hearing on telephone and radio; ability to hear faint sounds; constant talking on telephone/radio; Emotional/Psychological ---constant contact with hostile individuals; frequent exposure to emergency situations; frequent exposure to trauma, grief and death; frequent public contact; frequent decision-making; frequent concentration; Special Requirements --- assignments may require working weekend, nights, and/or occasional overtime; Environmental --- occasional exposure to varied weather conditions.  San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.   Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented by SEIU Local 1021 .      Health Insurance :   San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :   The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.      Life Insurance :   The County provides eligible employees with life insurance coverage as follows:     1 but less than 3 years of continuous service: $1,000  3 but less than 5 years of continuous service: $3,000  5 but less than 10 years of continuous service: $5,000 10 years of continuous service or more: $10,000     Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   : The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $18,000 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $24,000.  The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   : Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals, use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of an immediate family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:   The County contributes up to $17 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures  Applicants who meet the minimum qualifications will go through the following examination process:         Written Exam  : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam  : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.         Written & Oral Exam:   If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out:   A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.         Note:   The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.       Testing Accommodation:   Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.       Veteran’s Points   : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.  Note:  A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.     Acceptable wartime service dates:       September 16, 1940 to December 31, 1946       June 27, 1950 to January 31, 1955       August 5, 1964 to May 7, 1975       Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.          Eligible Lists:    Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.      Certification/Referral:   Names from the eligible list will be referred to the hiring department by the following methods.        Rule of the Rank:   The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.      Rule of Five:    The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Rule of the List:  For classifications designated by the Director of Human Resources, the entire eligible list will be referred to the department.        Physical Exam:   Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.      Pre-Employment Drug Screening Exam:  Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.      Employment of Relatives:   Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;       They are related to the Appointing Authority or       The employment would result in one of them supervising the work of the other.         Department Head may establish additional limitations on the hiring of relatives by departmental rule.      Proof of Eligibility:   If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.   HOW TO APPLY    Apply Online:       www.sjgov.org/department/hr      By mail or in person:       San Joaquin County Human Resources     44 N. San Joaquin Street Suite 330     Stockton, CA 95202     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.       When a final filing date is indicated, applications must be filed with the Human Resources Division before 5:00 p.m. or postmarked by the final filing date. Resumes will not be accepted in lieu of an application. Applications sent through county inter-office mail, which are not received by the final filing date, will not be accepted. ( The County assumes no responsibility for mailed applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       Equal Opportunity Employer  : San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to   www.sjgov.org/department/hr/eeo   .       Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: Continuous
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            Position Description    Interviews to be held Tuesday, April 23rd, 2024.     (T o be considered for the April interview date,    please submit your application no later than Friday, April 5th)   Sheriff Service Technician I: $19.38 - $23.55  Sheriff Service Technician II: $21.33 - $25.92  Sheriff Service Technician III: $24.21 - $29.40  Under direction of a supervisor or management, performs a variety of clerical and administrative duties in support of the Sheriff's Department; which may include record keeping, specialized civil, financial, or evidence processing related to the department, typing, word processing, fingerprinting and filing; and to perform related work as required.     CLASS CHARACTERISTICS   :    Sheriff Services Technician I This is the entry level class for Sheriff Services Technician work. Required to decipher technical data and laws pertaining to the security, release, and maintenance of Sheriff's records. Processes reports of a confidential nature in strict adherence to State and Department mandates. Requires keeping current on continuous changes and additions in report processing requirements, etc. Relied upon to help assure Department and State policies are followed; responsible for releasing information of a sensitive nature to the public. Requires developing skills in handling citizen complaints in person and over the telephone. Operates a Department Records Management System involving inputting and/or retrieving information in numerous in-house files.   Sheriff Services Technician II This is the journey level position within the series. In addition to the above, incumbents will be assigned to more increasingly difficult tasks within the department.   Sheriff Services Technician III This is the advanced level position within the series. In addition to the above, responsibilities require the frequent use of initiative and independent judgment in scheduling and coordination of office activities and in dealing with sensitive assignments. Incumbents are responsible for the more complex assignments and work with greater independence from close review. Incumbents may assist in training and guiding subordinates.   Example of Duties  (Duties vary depending on assignment)  Performs record checks for authorized agencies in strict accordance with the law.  Operates a telecommunication terminal accessing County, State, and National law enforcement automated information systems.  Fiscal accounting and departmental payroll.  Performs sealing of records and records destruction in accordance with laws and other mandates.  Operates a word processor to type complaints for deputies/investigators for submission to the District Attorney.  Trains or assists in training of personnel.  Processing and maintenance of evidence and civil records.  Transcribes, types, files and provides other clerical support duties.  Performs various other miscellaneous duties, such as processing mail, processing citations, maintaining supplies, etc.    Minimum Qualifications    Knowledge of:      Sheriff Services Technician I/II/III  Operations, procedures, specific rules and precedents of the department together with the ability to work independently per established procedures; modern office methods and practices including common software applications; business English, including vocabulary, correct grammatical usage and punctuation; modem filing methods; common office machines and their operation, including use of personal computers.     Ability To:      Sheriff Services Technician I/II/III  Assist in the developing and implementing of goals, objectives, work sites, policies, procedures, and work standards; prepare, maintain, and review documents, records and reports; exercise sound judgment with general policy guidelines; assist in analyzing office operations and technical problems, evaluate alternatives and recommend solutions; interpret and apply legislative and administrative laws, codes and regulations as directed; skill in typing accurately at a net rate of 60 words per minute; and establish and maintain effective working relationships with those contacted in the course of work.    Education, Training, and Experience:     Sheriff Services Technician I  Equivalent to graduation from high school supplemented by college level course work in administration or technical subjects related to the area in which assigned and two (2) years of responsible office administrative support experience.    Sheriff Services Technician II  Three years of experience in a position comparable to a Sheriff Services Technician. In addition, candidates must demonstrate competency in technical work.    Sheriff Services Technician III  Five years of experience in a position comparable to a Sheriff Services Technician. In addition candidates must demonstrate proficiency in administrative law enforcement procedures and processes.  Special Requirements  Possession of an appropriate California driver's license issued by the State Department of Motor Vehicles.    Bargaining Unit 10 - Calaveras County Public Service Employees Association   For available Health/Dental/Vision insurance please visit the County BENEFITS WEBPAGE.   Please note that Extra-hire positions that are benefitted, are only offered our CORE medical plan and are not offered dental or vision.      NEW * Assist-To-Own program to help Couny employees purchase a home.      Program Highlights:   Down Payment Assistance, up to 5.5% of the Total Mortgage Loan.   Available with purchase of a primary residence.   Variety of Mortgage Loan options (FHA, VA, USDA and Conventional Mortgage Loans).   No first-time homebuyer requirement to qualify.   Flexible guidelines: Minimum FICO 640; Maximum DTI 50%.   Flexible income limits, up to moderate income levels; no income limits for FHA and VA.  For more information, vists Calaveras County Assist-to-Own    Uniform Allowance: $650.04 per calendar year for specific positionssplit into monthly payments.Payments will be made monthly on the second pay check. Qualifying Classifications : Crime Scene Specialist/Property Room Manager, Deputy Probation Officer I/II/III, Correctional Cook I/II, Correctional Technician, Correctional Officer, Correctional Corporal, Correctional Sergeant, Dispatcher Clerk, Sr. Dispatcher, and Animal Control Officer I/II/III. The County shall pay a two hundred dollar and four cent ($200.04) per calendar year uniform maintenance allowance to Animal Shelter Assistant.   Uniform Allowance(Shirt): $200.04 per calendar year split into monthly payments. Qualifying Classifications : Animal Shelter Assistant   Professional Time Off : 80 hours annually, prorated to 40 hours if hired after July 1st.  Qualifying Classifications : Deputy District Attorney I/II/III/IV   Extra-Hire:  Extra-hire employees are not eligible for step advances, vacation, seniority rights, holiday pay or other certain employee benefits. They are entitled to 24 hours of sick leave per year and eligilbe for the county's CORE Medical plan but not eligible for dental or vision insurance.   Vacation days:    0 - 3 complete years = 80 hours per year.  After 6 months you can take your first week.  3 - 10 complete years = 120 hours per year  10 years+ = 160 per year   Holidays :13 paid holidays per year.   Life Insurance:  $50,000.00 County paid   Sick Leave:  12 days annual sick leave accrual with unlimited accumulation.  Sick leave is accrued at 3.69 hours for each full 80 hours of payroll period.  60 hours of sick leave can be used for immediate family, parent spouse, child or sibling.   Merit:  After successfully completing twenty-six (26) pay periods, a 5% merit increase may be granted.Merit increases may be granted annually thereafter to the top step.    Probation Period:  New employees remain in a probationary status for 26 pay periods.   Longevity Incentives @ 2.5% for each of the following:     5.5 years (if hired before March 28, 2005)   6 years   10 years                  15 years   20 years                25 years    Bi-Lingual pay :$50 per month for specific approved job classifications.   Flexible Spending:  Pre-Tax Medical Reimbursement - Max contribution of $2,500 annually   Flexible Spending: Pre-Tax Dependent Care Account - Max contribution of $5,000 annually   Section 125 Plan :Additional insurance is available through the Section 125 plan and may be purchased from arepresentative during open enrollment or by appointment when they are on-site.  AFLAC Heart & Stroke Insurance  Cancer Insurance  Accident Insurance  Universal Life Insurance  Short Term Disability Insurance  LEGALSHEILD    CALPERS RETIREMENT INFORMATION:     CalPERS:  CLASSIC MEMBERS: 2% at 55 PEPRA MEMBERS: 2% at 62   Extra-Hire's will be enrolled into Public Agency Retirement System (PARS) unless you are already a member of CalPERS.  ???????   SAFETY CalPERS: for Correctional Officer, Correctional Corporal, Correctional Sergeant and Deputy Probation Officer I/II/III. CLASSIC MEMBERS: 3% at 50 PEPRA MEMBERS: 2.7% at 57   Additional Retirement Plan:   The County offers a 457(b) Government plan. Employees can contribute to this deferred compensation plan ( Pre-Tax ).The County currently utilizes VALIC.   Participating employees will receive a County paid match of up to $50 a month.   Closing Date/Time: Continuous
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            Position Description  Under direction of a supervisor or management, performs a variety of operational, supportive, and administrative duties within assigned division of the District Attorney’s Office; provides information and services to crime victims and witnesses; provides trial support; coordinates victim and witness court appearances; and performs related work as required.    DISTINGUISHING CHARACTERISTICS    District Attorney Services Specialist I   This is the entry-level class for District Attorney Services Specialist series. Incumbent will process reports and documents in strict adherence to State law and Department procedures. Incumbent is expected to keep current on changes in report and document processing requirements. Incumbent will operate a Departmental case management system and related systems in strict accordance with the law. This class series requires the ability to provide appropriate information and answer basic questions from the public related to the criminal justice system, both in-person and over the telephone.   District Attorney Services Specialist II   This is the journey level position within the series. In addition to the above, incumbents will be assigned to more increasingly difficult tasks within the Department, including being responsive to the needs of victims of crimes, demonstrating sensitivity to and establishing rapport with victims of crime, and exhibiting emotional stability under conditions of high stress. Incumbents will be able to assist victims in recovering their personal property held in evidence, facilitate victim compensation applications, and provide court accompaniment. Incumbent is eligible for assignment to the Victim Services division, wherein Incumbent must successfully complete required trainings and must exhibit a high level of understanding of the specific duties and prohibited activities under prevailing program restrictions, including VOCA regulations, State and Federal grantor regulations, and the Penal Code.   District Attorney Services Specialist III   This is the advanced level position within the series. In addition to the above, responsibilities require the frequent use of initiative and independent judgment in scheduling and coordination of office activities and in dealing with sensitive assignments. Incumbents are responsible for the more complex assignments, including vertical assignments to a trial team in complex and high-profile cases, and work with greater independence from close review. Incumbents can work effectively with victims, witnesses, and prosecutors with limited supervision in more serious cases and in rapidly changing situations and circumstances. Incumbents may arrange for transportation, escort, and support for witnesses and victims during court appearances in more serious cases.   District Attorney Services Specialist IV   This is the senior level position within the series. In addition to the above, incumbents will work with minimal review, may be assigned to carry out special assignments in support of the assigned division, and may be part of complex multi-disciplinary teams. Incumbents may be tasked with collecting data and preparing reports for their assigned division of the Department and may act in a lead capacity by providing training and guidance to subordinates and developing and maintaining special programs. Incumbent is able to develop or advance a comprehensive crisis response and mass victimization assistance plan structured to identify and respond to victim needs such as: safety, food, shelter, and immediate services in the aftermath of a crime-related mass victimization or terrorism incident.  Example of Duties  (Duties vary depending on assignment)   Operates Departmental case management system and related systems in strict accordance with the law.  Operates a word processor, email, or other system for required public, Departmental, and external agency communications.  Attends court and accompanies victims and witnesses to court as directed.  Trains or assists in training of personnel.  Prepares, maintains, and tracks proper flow of information, documents, and forms.  Performs various operational duties, such as answering phones, processing mail, maintaining supplies, transcribing, typing, filing, etc.  Ensures proper tracking, and prepares and processes property release forms, and assists victims in recovering personal property held in evidence.  Prepares applications for victim compensation by obtaining necessary information and documents, completing and submitting claims to State Victims Compensation Board.  Obtain necessary information from victims, witnesses, and others through interview and observation for matters including preparation and coordination of court appearances.  Ensures accurate and timely documentation of case activities; provides victims, witnesses, and others with information, education regarding the criminal justice system.  Reviews reports from law enforcement agencies and contacts victims or witnesses as directed; accurately and timely documenting contact; maintaining contact as directed.  Responds to crime scenes, once deemed secure, as directed, to offer victim assistance or provide services.  Performs outreach services to victims; make presentations and provide victim centered training to partner agencies, make public presentations and conduct publicity.  If assigned to Victim Services division, prepares functional time sheets and record keeping to ensure compliance with prevailing program restrictions.    Minimum Qualifications    Knowledge of:     District Attorney Services Specialist I/II/III/IV   General principals of criminal law and procedures including a basic knowledge of the laws on discovery and evidence; operations, procedures, specific rules, and professional standards of the Department; effective crime victim and witness communication techniques, modern methods to maintain contact with victims and witnesses, applicable legal procedures, rules of confidentiality, and community resources for crime victims; modern office methods and practices including common software and web based applications; business English, including vocabulary, correct grammatical usage and punctuation; modem filing methods; common office machines and their operation, including use of personal computers.    Ability To:     District Attorney Services Specialist I/II/III/IV   Understand and apply established program guidelines; effectively communicate both orally and in writing in routine and high pressure situations; prepare, maintain, and review documents, records and reports with accuracy and in an organized manner; maintain a high degree of maturity, integrity, loyalty, accountability, sound judgment, and confidentiality; establish and maintain professional and effective working relationships with those contacted in the course of work including co-workers, court personnel, law enforcement, crime victims and witnesses, and the public; assist in the developing and implementing of goals, objectives, work sites, policies, procedures, and work standards; evaluate situations accurately and adopt or recommend solutions; carry out complex oral and written directions; read and understand legal forms; read, understand and apply legislative and administrative laws, codes and regulations as directed; and type accurately at a net rate of 60 words per minute.    EDUCATION AND EXPERIENCE     Any combination of training, experience and education, which would provide the required knowledge, skills and abilities, is qualifying. A typical way to obtain the required knowledge and abilities would be:   District Attorney Services Specialist I   Equivalent to graduation from high school supplemented by college-level course work in administration or technical subjects related to the area in which assigned and two (2) years of responsible office administrative support experience.  District Attorney Services Specialist II   One year of experience in a position comparable to a District Attorney Services Specialist I. In addition, candidates must demonstrate competency in technical work. A Bachelor’s degree in criminal justice or related field can substitute for up to two (2) years of position specific experience. Successful completion of Victim Advocate training required within one year of appointment.  District Attorney Services Specialist III   Three years of experience in a position comparable to a District Attorney Services Specialist II. In addition, candidates must demonstrate proficiency in basic law enforcement and court procedures and in assisting victims and witnesses of crime. A Bachelor’s degree in criminal justice or related field can substitute for up to two (2) years of position specific experience. Successful completion of a POST approved law enforcement academy can substitute one (1) year of position specific experience. Successful completion of advanced Victim Advocate training required within one year of appointment.  District Attorney Services Specialist IV   Five years of experience in a position comparable to a District Attorney Services Specialist III. In addition, candidates must demonstrate proficiency in court and evidence tracking procedures, demonstrate the ability to communicate and support victims and witnesses of crime in sensitive cases, and be able to understand legislative and administrative laws, codes and regulations as directed. A Bachelor’s degree in criminal justice or related field can substitute for up to two (2) years of position specific experience. Successful completion of a POST approved law enforcement academy can substitute one (1) year of position specific experience.   Special Requirements  Possession of an appropriate California driver’s license issued by the State Department of Motor Vehicles.  Must pass the California State Department of Justice Criminal History Background check.    Bargaining Unit 10 - Calaveras County Public Service Employees Association   For available Health/Dental/Vision insurance please visit the County BENEFITS WEBPAGE.   Please note that Extra-hire positions that are benefitted, are only offered our CORE medical plan and are not offered dental or vision.      NEW * Assist-To-Own program to help Couny employees purchase a home.      Program Highlights:   Down Payment Assistance, up to 5.5% of the Total Mortgage Loan.   Available with purchase of a primary residence.   Variety of Mortgage Loan options (FHA, VA, USDA and Conventional Mortgage Loans).   No first-time homebuyer requirement to qualify.   Flexible guidelines: Minimum FICO 640; Maximum DTI 50%.   Flexible income limits, up to moderate income levels; no income limits for FHA and VA.  For more information, vists Calaveras County Assist-to-Own    Uniform Allowance: $650.04 per calendar year for specific positionssplit into monthly payments.Payments will be made monthly on the second pay check. Qualifying Classifications : Crime Scene Specialist/Property Room Manager, Deputy Probation Officer I/II/III, Correctional Cook I/II, Correctional Technician, Correctional Officer, Correctional Corporal, Correctional Sergeant, Dispatcher Clerk, Sr. Dispatcher, and Animal Control Officer I/II/III. The County shall pay a two hundred dollar and four cent ($200.04) per calendar year uniform maintenance allowance to Animal Shelter Assistant.   Uniform Allowance(Shirt): $200.04 per calendar year split into monthly payments. Qualifying Classifications : Animal Shelter Assistant   Professional Time Off : 80 hours annually, prorated to 40 hours if hired after July 1st.  Qualifying Classifications : Deputy District Attorney I/II/III/IV   Extra-Hire:  Extra-hire employees are not eligible for step advances, vacation, seniority rights, holiday pay or other certain employee benefits. They are entitled to 24 hours of sick leave per year and eligilbe for the county's CORE Medical plan but not eligible for dental or vision insurance.   Vacation days:    0 - 3 complete years = 80 hours per year.  After 6 months you can take your first week.  3 - 10 complete years = 120 hours per year  10 years+ = 160 per year   Holidays :13 paid holidays per year.   Life Insurance:  $50,000.00 County paid   Sick Leave:  12 days annual sick leave accrual with unlimited accumulation.  Sick leave is accrued at 3.69 hours for each full 80 hours of payroll period.  60 hours of sick leave can be used for immediate family, parent spouse, child or sibling.   Merit:  After successfully completing twenty-six (26) pay periods, a 5% merit increase may be granted.Merit increases may be granted annually thereafter to the top step.    Probation Period:  New employees remain in a probationary status for 26 pay periods.   Longevity Incentives @ 2.5% for each of the following:     5.5 years (if hired before March 28, 2005)   6 years   10 years                  15 years   20 years                25 years    Bi-Lingual pay :$50 per month for specific approved job classifications.   Flexible Spending:  Pre-Tax Medical Reimbursement - Max contribution of $2,500 annually   Flexible Spending: Pre-Tax Dependent Care Account - Max contribution of $5,000 annually   Section 125 Plan :Additional insurance is available through the Section 125 plan and may be purchased from arepresentative during open enrollment or by appointment when they are on-site.  AFLAC Heart & Stroke Insurance  Cancer Insurance  Accident Insurance  Universal Life Insurance  Short Term Disability Insurance  LEGALSHEILD    CALPERS RETIREMENT INFORMATION:     CalPERS:  CLASSIC MEMBERS: 2% at 55 PEPRA MEMBERS: 2% at 62   Extra-Hire's will be enrolled into Public Agency Retirement System (PARS) unless you are already a member of CalPERS.  ???????   SAFETY CalPERS: for Correctional Officer, Correctional Corporal, Correctional Sergeant and Deputy Probation Officer I/II/III. CLASSIC MEMBERS: 3% at 50 PEPRA MEMBERS: 2.7% at 57   Additional Retirement Plan:   The County offers a 457(b) Government plan. Employees can contribute to this deferred compensation plan ( Pre-Tax ).The County currently utilizes VALIC.   Participating employees will receive a County paid match of up to $50 a month.   Closing Date/Time: Continuous
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            Position Description  Deputy District Attorney I: $37.52 - $45.59  Deputy District Attorney II: $43.65 - $53.04  Deputy District Attorney III: $50.51 - $61.41  Deputy District Attorney IV: $58.49 - $71.08  Under general supervision or direction, performs increasingly difficult professional legal work in the analysis, preparation and prosecution of criminal cases before the court in Calaveras County; and performs related duties as assigned.     DISTINGUISHING CHARACTERISTICS:      Deputy District Attorney I is the entry level classification in this flexible series. Initially under close supervision, incumbents learn and perform the less difficult and non-controversial assignments in the District Attorney's Office under the direction and guidance of the District Attorney and more senior attorneys. Incumbents normally advance to the higher level of Deputy District Attorney II after gaining experience, achieving proficiency and demonstrating the ability to perform tasks as assigned that meet the requirements for Deputy District Attorney II.    Deputy District Attorney II is the journey level classification in this flexible series. Under general supervision, through formal and informal work review, incumbents perform a full range of assignments. Positions at this level are normally filled by advancement from the Deputy District Attorney I level.    Deputy District Attorney III is the advanced journey level classification in this flexible series. Incumbents handle complex and difficult legal matters and assignments, and may provide training and technical expertise to lower level Deputy District Attorneys. A high level of independence in handling cases and assignments is expected at this level.    Deputy District Attorney IV is the most experienced level classification in this flexible series. Incumbents handle the most complex and sensitive legal assignment requiring an experienced prosecutor with specialized training using independent judgment and discretion. Deputy District Attorneys IV's may provide direction and training to less experienced staff attorneys and assist in supervising the daily operations of the Office.  Example of Duties  Management reserves the right to add, modify, change, or rescind the work assignments of different positions and to make reasonable accommodations so that qualified employees can perform the essential functions of the job.     Represents the State in all phases of criminal matters, from charging to arraignment to trial to appeals.  Performs legal work in the preparation and prosecution of misdemeanor and felony criminal cases.  Maintains and manages individual caseloads in a timely and effective manner.  Reviews police reports and makes decisions regarding the issuing of criminal complaints; prepares victims and witnesses for participation in the legal process.  Prepares cases for prosecution by performing duties such as providing discovery; visiting crime scenes; reviews search and arrest warrants; examine cases and determine best case strategies; research and write pleadings, briefs, motions, petitions, etc.; interviews witnesses and victims and evaluates their credibility and ability to testify; prepares expert witnesses for testimony.  Presents and argues cases in court on behalf of the People of the State of California in all phases of misdemeanor and felony criminal trials including arraignments, bail hearings, settlement conferences, motion hearings, bench trials, jury trials, sentencings, restitution hearings, and probation violation hearings.  Assists law enforcement agencies requiring legal advice about the investigation of any criminal matter; coordinates case activities with law enforcement personnel and others as appropriate.  Responds to and resolves inquiries, complaints and requests for assistance in areas of responsibility.  Performs general administrative / office work as necessary, including but not limited to attending meetings, reviewing mail and literature, copying and filing documents, entering and retrieving computer data, preparing reports and correspondence, assembling documents and files, etc.  Maintains confidentiality; ensures the Constitutional rights of defendants and victims are protected; and adheres to the Rules of Professional Responsibility and ethical standards applicable to prosecutors.  Keeps abreast of all new criminal legislation and case law affecting cases.  Attends professional conferences, training, seminars, workshops, etc., and reads professional journals to maintain job knowledge and skills.  Performs related duties as assigned.     Deputy District Attorney III / IV : (In addition to the above)    Presents training and gives presentations to community organizations, law enforcement agencies, etc., as necessary to enhance job skills and/or increase public awareness and support of department programs and services.  Provides training and technical expertise to lower-level Deputy District Attorneys as assigned.  May assist the District Attorney and Assistant District Attorney in media relations and supervising the daily operations of the office, including caseload assignment, progress monitoring and support services.  Represents the State in civil and quasi-criminal matters that are within the purview of the Office of the District Attorney.    Minimum Qualifications    Knowledge of:      Deputy District Attorney I : Pertinent federal, state and county laws and regulations, including but not limited to, the California Penal, Health and Safety, and Vehicle Codes; basic principles and practices of criminal law, search and seizure, statutory and Constitutional discovery obligations; rules of professional responsibility and ethical standards applicable to prosecutors; courtroom / judicial procedures and processes; methods and techniques of legal research and writing; trial advocacy methods; rules of evidence and their application; methods of preparing legal and administrative documents, records and reports; modern office practices, methods, and computer equipment and applications related to the work; English usage, grammar, spelling, vocabulary, and punctuation; techniques for providing a high level of customer service to effectively deal with law enforcement, victims, witnesses, the public at large, and County staff; California appellate procedure and law.    Deputy District Attorney II : (In addition to the above) Complex principles of criminal law, trial procedure, and rules of evidence and their application; basic felony sentencing rules; basic search warrant practice; established precedents, case law and sources of legal reference applicable to District Attorney's Office activities; functions and authorities of other criminal justice organizations.    Deputy District Attorney III / IV : (In addition to the above) Principles and practices of lead work direction, including work planning, assignment and review; complex felony sentencing rules, including one-strike, three strikes, and special circumstances; complex search warrant practice; lifer rules and regulations; training principles and practices, and job mentoring; methods of conducting sensitive investigations; effective media relations in routine and sensitive situations.    Ability to:      Deputy District Attorney I : Analyze and apply basic legal practices, principles and methods; effectively apply legal knowledge and principles in court; evaluate investigative reports to determine appropriate charges, strategies for prosecution or settlement, and follow-up required; present statements of law, fact and arguments clearly and logically in written and oral form; conduct research on legal problems and prepare sound legal opinions; interpret and make decisions in accordance with laws, regulations and policies; gain cooperation through discussion and persuasion; maintain records and prepare required reports; perform required mathematical computations with accuracy; operate modern office equipment including computer equipment and specialized software applications programs; use English effectively to communicate in person, over the telephone, and in writing; use tact, initiative, prudence, and independent judgment within general policy and legal guidelines in politically sensitive situations; establish, maintain, and foster positive and effective working relationships with those contacted in the course of work; prosecute misdemeanor cases, including but not limited to driving under the influence, battery, domestic violence, drug possession, and petty thefts; prosecute juvenile delinquency cases; draft and represent the People in misdemeanor and infraction appeals at the Superior Court level.    Deputy District Attorney II : (In addition to the above) Analyze and apply complex legal practices, principles, methods, facts and precedents to legal problems; prosecute increasingly complex cases, including both misdemeanor and felony criminal cases; prosecute juvenile delinquency cases.    Deputy District Attorney III : (In addition to the above) Provide training and/or presentations for community service organizations and law enforcement agencies; provide lead work direction, including work planning, assignment and review; provide effective training and job mentoring as assigned; prosecute increasingly complex cases, including one strike, three-strikes, life-term cases, sanity litigation, civil asset forfeiture litigation, and lifer hearings. Conduct criminal grand jury hearings. Interact effectively with the news media while protecting prosecution interests. Respond and advise law enforcement at crime scenes. Work effectively with other agencies in developing multi-disciplinary protocols.    Deputy District Attorney IV : (In addition to the above) Prosecute the most complex, high-profile, sensitive, and specialized cases, including but not limited to capital and special circumstance cases, and sexually violent predator litigation. Manage media relations in routine and sensitive situations.    Education, Training, and Experience:     Any combination of training and experience that would provide the required knowledge, skills and abilities is qualifying unless specific state and federal education, certification and licensure is required.     Deputy District Attorney (all levels) : A Juris Doctorate degree from an accredited law school, and    Deputy District Attorney I :  No experience required.    Deputy District Attorney II : Two (2) years of professional legal experience at a level equivalent to Deputy District Attorney I in Calaveras County.    Deputy District Attorney III :  Four (4) years of professional legal experience which has included at least two (2) years of experience at a level equivalent to the Deputy District Attorney II with Calaveras County.    Deputy District Attorney IV :  Six (6) years of professional legal experience which has included at least two (2) years of experience at a level equivalent to the Deputy District Attorney III with Calaveras County.  Special Requirements    Must be an active member in good standing of the California State Bar Association.   Must possess a California driver license and have and maintain a satisfactory driving record.       Bargaining Unit 10 - Calaveras County Public Service Employees Association   For available Health/Dental/Vision insurance please visit the County BENEFITS WEBPAGE.   Please note that Extra-hire positions that are benefitted, are only offered our CORE medical plan and are not offered dental or vision.      NEW * Assist-To-Own program to help Couny employees purchase a home.      Program Highlights:   Down Payment Assistance, up to 5.5% of the Total Mortgage Loan.   Available with purchase of a primary residence.   Variety of Mortgage Loan options (FHA, VA, USDA and Conventional Mortgage Loans).   No first-time homebuyer requirement to qualify.   Flexible guidelines: Minimum FICO 640; Maximum DTI 50%.   Flexible income limits, up to moderate income levels; no income limits for FHA and VA.  For more information, vists Calaveras County Assist-to-Own    Uniform Allowance: $650.04 per calendar year for specific positionssplit into monthly payments.Payments will be made monthly on the second pay check. Qualifying Classifications : Crime Scene Specialist/Property Room Manager, Deputy Probation Officer I/II/III, Correctional Cook I/II, Correctional Technician, Correctional Officer, Correctional Corporal, Correctional Sergeant, Dispatcher Clerk, Sr. Dispatcher, and Animal Control Officer I/II/III. The County shall pay a two hundred dollar and four cent ($200.04) per calendar year uniform maintenance allowance to Animal Shelter Assistant.   Uniform Allowance(Shirt): $200.04 per calendar year split into monthly payments. Qualifying Classifications : Animal Shelter Assistant   Professional Time Off : 80 hours annually, prorated to 40 hours if hired after July 1st.  Qualifying Classifications : Deputy District Attorney I/II/III/IV   Extra-Hire:  Extra-hire employees are not eligible for step advances, vacation, seniority rights, holiday pay or other certain employee benefits. They are entitled to 24 hours of sick leave per year and eligilbe for the county's CORE Medical plan but not eligible for dental or vision insurance.   Vacation days:    0 - 3 complete years = 80 hours per year.  After 6 months you can take your first week.  3 - 10 complete years = 120 hours per year  10 years+ = 160 per year   Holidays :13 paid holidays per year.   Life Insurance:  $50,000.00 County paid   Sick Leave:  12 days annual sick leave accrual with unlimited accumulation.  Sick leave is accrued at 3.69 hours for each full 80 hours of payroll period.  60 hours of sick leave can be used for immediate family, parent spouse, child or sibling.   Merit:  After successfully completing twenty-six (26) pay periods, a 5% merit increase may be granted.Merit increases may be granted annually thereafter to the top step.    Probation Period:  New employees remain in a probationary status for 26 pay periods.   Longevity Incentives @ 2.5% for each of the following:     5.5 years (if hired before March 28, 2005)   6 years   10 years                  15 years   20 years                25 years    Bi-Lingual pay :$50 per month for specific approved job classifications.   Flexible Spending:  Pre-Tax Medical Reimbursement - Max contribution of $2,500 annually   Flexible Spending: Pre-Tax Dependent Care Account - Max contribution of $5,000 annually   Section 125 Plan :Additional insurance is available through the Section 125 plan and may be purchased from arepresentative during open enrollment or by appointment when they are on-site.  AFLAC Heart & Stroke Insurance  Cancer Insurance  Accident Insurance  Universal Life Insurance  Short Term Disability Insurance  LEGALSHEILD    CALPERS RETIREMENT INFORMATION:     CalPERS:  CLASSIC MEMBERS: 2% at 55 PEPRA MEMBERS: 2% at 62   Extra-Hire's will be enrolled into Public Agency Retirement System (PARS) unless you are already a member of CalPERS.  ???????   SAFETY CalPERS: for Correctional Officer, Correctional Corporal, Correctional Sergeant and Deputy Probation Officer I/II/III. CLASSIC MEMBERS: 3% at 50 PEPRA MEMBERS: 2.7% at 57   Additional Retirement Plan:   The County offers a 457(b) Government plan. Employees can contribute to this deferred compensation plan ( Pre-Tax ).The County currently utilizes VALIC.   Participating employees will receive a County paid match of up to $50 a month.   Closing Date/Time: Continuous
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        Position Description  Deputy District Attorney I: $37.52 - $45.59  Deputy District Attorney II: $43.65 - $53.04  Deputy District Attorney III: $50.51 - $61.41  Deputy District Attorney IV: $58.49 - $71.08  Under general supervision or direction, performs increasingly difficult professional legal work in the analysis, preparation and prosecution of criminal cases before the court in Calaveras County; and performs related duties as assigned.     DISTINGUISHING CHARACTERISTICS:      Deputy District Attorney I is the entry level classification in this flexible series. Initially under close supervision, incumbents learn and perform the less difficult and non-controversial assignments in the District Attorney's Office under the direction and guidance of the District Attorney and more senior attorneys. Incumbents normally advance to the higher level of Deputy District Attorney II after gaining experience, achieving proficiency and demonstrating the ability to perform tasks as assigned that meet the requirements for Deputy District Attorney II.    Deputy District Attorney II is the journey level classification in this flexible series. Under general supervision, through formal and informal work review, incumbents perform a full range of assignments. Positions at this level are normally filled by advancement from the Deputy District Attorney I level.    Deputy District Attorney III is the advanced journey level classification in this flexible series. Incumbents handle complex and difficult legal matters and assignments, and may provide training and technical expertise to lower level Deputy District Attorneys. A high level of independence in handling cases and assignments is expected at this level.    Deputy District Attorney IV is the most experienced level classification in this flexible series. Incumbents handle the most complex and sensitive legal assignment requiring an experienced prosecutor with specialized training using independent judgment and discretion. Deputy District Attorneys IV's may provide direction and training to less experienced staff attorneys and assist in supervising the daily operations of the Office.  Example of Duties  Management reserves the right to add, modify, change, or rescind the work assignments of different positions and to make reasonable accommodations so that qualified employees can perform the essential functions of the job.     Represents the State in all phases of criminal matters, from charging to arraignment to trial to appeals.  Performs legal work in the preparation and prosecution of misdemeanor and felony criminal cases.  Maintains and manages individual caseloads in a timely and effective manner.  Reviews police reports and makes decisions regarding the issuing of criminal complaints; prepares victims and witnesses for participation in the legal process.  Prepares cases for prosecution by performing duties such as providing discovery; visiting crime scenes; reviews search and arrest warrants; examine cases and determine best case strategies; research and write pleadings, briefs, motions, petitions, etc.; interviews witnesses and victims and evaluates their credibility and ability to testify; prepares expert witnesses for testimony.  Presents and argues cases in court on behalf of the People of the State of California in all phases of misdemeanor and felony criminal trials including arraignments, bail hearings, settlement conferences, motion hearings, bench trials, jury trials, sentencings, restitution hearings, and probation violation hearings.  Assists law enforcement agencies requiring legal advice about the investigation of any criminal matter; coordinates case activities with law enforcement personnel and others as appropriate.  Responds to and resolves inquiries, complaints and requests for assistance in areas of responsibility.  Performs general administrative / office work as necessary, including but not limited to attending meetings, reviewing mail and literature, copying and filing documents, entering and retrieving computer data, preparing reports and correspondence, assembling documents and files, etc.  Maintains confidentiality; ensures the Constitutional rights of defendants and victims are protected; and adheres to the Rules of Professional Responsibility and ethical standards applicable to prosecutors.  Keeps abreast of all new criminal legislation and case law affecting cases.  Attends professional conferences, training, seminars, workshops, etc., and reads professional journals to maintain job knowledge and skills.  Performs related duties as assigned.     Deputy District Attorney III / IV : (In addition to the above)    Presents training and gives presentations to community organizations, law enforcement agencies, etc., as necessary to enhance job skills and/or increase public awareness and support of department programs and services.  Provides training and technical expertise to lower-level Deputy District Attorneys as assigned.  May assist the District Attorney and Assistant District Attorney in media relations and supervising the daily operations of the office, including caseload assignment, progress monitoring and support services.  Represents the State in civil and quasi-criminal matters that are within the purview of the Office of the District Attorney.    Minimum Qualifications    Knowledge of:      Deputy District Attorney I : Pertinent federal, state and county laws and regulations, including but not limited to, the California Penal, Health and Safety, and Vehicle Codes; basic principles and practices of criminal law, search and seizure, statutory and Constitutional discovery obligations; rules of professional responsibility and ethical standards applicable to prosecutors; courtroom / judicial procedures and processes; methods and techniques of legal research and writing; trial advocacy methods; rules of evidence and their application; methods of preparing legal and administrative documents, records and reports; modern office practices, methods, and computer equipment and applications related to the work; English usage, grammar, spelling, vocabulary, and punctuation; techniques for providing a high level of customer service to effectively deal with law enforcement, victims, witnesses, the public at large, and County staff; California appellate procedure and law.    Deputy District Attorney II : (In addition to the above) Complex principles of criminal law, trial procedure, and rules of evidence and their application; basic felony sentencing rules; basic search warrant practice; established precedents, case law and sources of legal reference applicable to District Attorney's Office activities; functions and authorities of other criminal justice organizations.    Deputy District Attorney III / IV : (In addition to the above) Principles and practices of lead work direction, including work planning, assignment and review; complex felony sentencing rules, including one-strike, three strikes, and special circumstances; complex search warrant practice; lifer rules and regulations; training principles and practices, and job mentoring; methods of conducting sensitive investigations; effective media relations in routine and sensitive situations.    Ability to:      Deputy District Attorney I : Analyze and apply basic legal practices, principles and methods; effectively apply legal knowledge and principles in court; evaluate investigative reports to determine appropriate charges, strategies for prosecution or settlement, and follow-up required; present statements of law, fact and arguments clearly and logically in written and oral form; conduct research on legal problems and prepare sound legal opinions; interpret and make decisions in accordance with laws, regulations and policies; gain cooperation through discussion and persuasion; maintain records and prepare required reports; perform required mathematical computations with accuracy; operate modern office equipment including computer equipment and specialized software applications programs; use English effectively to communicate in person, over the telephone, and in writing; use tact, initiative, prudence, and independent judgment within general policy and legal guidelines in politically sensitive situations; establish, maintain, and foster positive and effective working relationships with those contacted in the course of work; prosecute misdemeanor cases, including but not limited to driving under the influence, battery, domestic violence, drug possession, and petty thefts; prosecute juvenile delinquency cases; draft and represent the People in misdemeanor and infraction appeals at the Superior Court level.    Deputy District Attorney II : (In addition to the above) Analyze and apply complex legal practices, principles, methods, facts and precedents to legal problems; prosecute increasingly complex cases, including both misdemeanor and felony criminal cases; prosecute juvenile delinquency cases.    Deputy District Attorney III : (In addition to the above) Provide training and/or presentations for community service organizations and law enforcement agencies; provide lead work direction, including work planning, assignment and review; provide effective training and job mentoring as assigned; prosecute increasingly complex cases, including one strike, three-strikes, life-term cases, sanity litigation, civil asset forfeiture litigation, and lifer hearings. Conduct criminal grand jury hearings. Interact effectively with the news media while protecting prosecution interests. Respond and advise law enforcement at crime scenes. Work effectively with other agencies in developing multi-disciplinary protocols.    Deputy District Attorney IV : (In addition to the above) Prosecute the most complex, high-profile, sensitive, and specialized cases, including but not limited to capital and special circumstance cases, and sexually violent predator litigation. Manage media relations in routine and sensitive situations.    Education, Training, and Experience:     Any combination of training and experience that would provide the required knowledge, skills and abilities is qualifying unless specific state and federal education, certification and licensure is required.     Deputy District Attorney (all levels) : A Juris Doctorate degree from an accredited law school, and    Deputy District Attorney I :  No experience required.    Deputy District Attorney II : Two (2) years of professional legal experience at a level equivalent to Deputy District Attorney I in Calaveras County.    Deputy District Attorney III :  Four (4) years of professional legal experience which has included at least two (2) years of experience at a level equivalent to the Deputy District Attorney II with Calaveras County.    Deputy District Attorney IV :  Six (6) years of professional legal experience which has included at least two (2) years of experience at a level equivalent to the Deputy District Attorney III with Calaveras County.  Special Requirements    Must be an active member in good standing of the California State Bar Association.   Must possess a California driver license and have and maintain a satisfactory driving record.       Bargaining Unit 10 - Calaveras County Public Service Employees Association   For available Health/Dental/Vision insurance please visit the County BENEFITS WEBPAGE.   Please note that Extra-hire positions that are benefitted, are only offered our CORE medical plan and are not offered dental or vision.      NEW * Assist-To-Own program to help Couny employees purchase a home.      Program Highlights:   Down Payment Assistance, up to 5.5% of the Total Mortgage Loan.   Available with purchase of a primary residence.   Variety of Mortgage Loan options (FHA, VA, USDA and Conventional Mortgage Loans).   No first-time homebuyer requirement to qualify.   Flexible guidelines: Minimum FICO 640; Maximum DTI 50%.   Flexible income limits, up to moderate income levels; no income limits for FHA and VA.  For more information, vists Calaveras County Assist-to-Own    Uniform Allowance: $650.04 per calendar year for specific positionssplit into monthly payments.Payments will be made monthly on the second pay check. Qualifying Classifications : Crime Scene Specialist/Property Room Manager, Deputy Probation Officer I/II/III, Correctional Cook I/II, Correctional Technician, Correctional Officer, Correctional Corporal, Correctional Sergeant, Dispatcher Clerk, Sr. Dispatcher, and Animal Control Officer I/II/III. The County shall pay a two hundred dollar and four cent ($200.04) per calendar year uniform maintenance allowance to Animal Shelter Assistant.   Uniform Allowance(Shirt): $200.04 per calendar year split into monthly payments. Qualifying Classifications : Animal Shelter Assistant   Professional Time Off : 80 hours annually, prorated to 40 hours if hired after July 1st.  Qualifying Classifications : Deputy District Attorney I/II/III/IV   Extra-Hire:  Extra-hire employees are not eligible for step advances, vacation, seniority rights, holiday pay or other certain employee benefits. They are entitled to 24 hours of sick leave per year and eligilbe for the county's CORE Medical plan but not eligible for dental or vision insurance.   Vacation days:    0 - 3 complete years = 80 hours per year.  After 6 months you can take your first week.  3 - 10 complete years = 120 hours per year  10 years+ = 160 per year   Holidays :13 paid holidays per year.   Life Insurance:  $50,000.00 County paid   Sick Leave:  12 days annual sick leave accrual with unlimited accumulation.  Sick leave is accrued at 3.69 hours for each full 80 hours of payroll period.  60 hours of sick leave can be used for immediate family, parent spouse, child or sibling.   Merit:  After successfully completing twenty-six (26) pay periods, a 5% merit increase may be granted.Merit increases may be granted annually thereafter to the top step.    Probation Period:  New employees remain in a probationary status for 26 pay periods.   Longevity Incentives @ 2.5% for each of the following:     5.5 years (if hired before March 28, 2005)   6 years   10 years                  15 years   20 years                25 years    Bi-Lingual pay :$50 per month for specific approved job classifications.   Flexible Spending:  Pre-Tax Medical Reimbursement - Max contribution of $2,500 annually   Flexible Spending: Pre-Tax Dependent Care Account - Max contribution of $5,000 annually   Section 125 Plan :Additional insurance is available through the Section 125 plan and may be purchased from arepresentative during open enrollment or by appointment when they are on-site.  AFLAC Heart & Stroke Insurance  Cancer Insurance  Accident Insurance  Universal Life Insurance  Short Term Disability Insurance  LEGALSHEILD    CALPERS RETIREMENT INFORMATION:     CalPERS:  CLASSIC MEMBERS: 2% at 55 PEPRA MEMBERS: 2% at 62   Extra-Hire's will be enrolled into Public Agency Retirement System (PARS) unless you are already a member of CalPERS.  ???????   SAFETY CalPERS: for Correctional Officer, Correctional Corporal, Correctional Sergeant and Deputy Probation Officer I/II/III. CLASSIC MEMBERS: 3% at 50 PEPRA MEMBERS: 2.7% at 57   Additional Retirement Plan:   The County offers a 457(b) Government plan. Employees can contribute to this deferred compensation plan ( Pre-Tax ).The County currently utilizes VALIC.   Participating employees will receive a County paid match of up to $50 a month.   Closing Date/Time: Continuous
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            Position Description  Correctional Tech I: $18.95 - $23.05  Correctional Tech II: $20.92 - $25.42  Correctional Tech III: $23.66 - $28.75   We are recruiting to fill a current vacancy and to establish a list for future openings.  DEFINITION:  Under general supervision, performs a variety of technical and clerical duties of moderate difficulty and support duties associated with the intake and release of prisoners in the County Jail system; to enter all pertinent information into the computerized booking system; to operate and monitor communications and security equipment; to provide public reception, access and assistance as required; and perform related duties as assigned.    DISTINGUISHING CHARACTERISTICS:     Correctional Technician I:   This is the entry level class for the Correctional Technician series. Incumbents are required to perform a combination of clerical functions and some limited responsibilities associated with Correctional Officers. Assignment require basic knowledge of Sheriff’s Department policies and procedures related to jail operations, booking procedures, penal codes, and Title 15.    Correctional Technician II:   This is the journey level position within the series. In addition to the above, incumbent will be assigned to more increasingly difficult tasks within the department. Incumbents may assist in training and guiding subordinates.   Correctional Technician III:   This is the advanced level position within the series. In addition to the above, responsibilities require the frequent use of initiative and independent judgement in scheduling and coordination of office activities, and other Correctional Technicians and their assignments. Incumbents are responsible for more complex work assignments and work with greater independence from close review. Incumbents may assist in training and guiding subordinates.  Example of Duties    Duties may include, but are not limited to, the following:   Processes new prisoners from paper work provided by law enforcement officer or the courts.   Gathers and enters prisoners arrest information into the computerized booking system; prepares and routes computer-generated booking reports and information to the proper destination or as requested.   Inventories and secures inmates personal property and monies.   Completes files, logs, charts and other documents associated with jail booking activities.   Determines bail for arrestees as set by the Superior Court.   Assists in coordinating booking issues and activities with other county departments and agencies, including the courts, probation, public defender’s office, and the District attorney’s office.   Controls traffic into and out of the jail facility by operating the jail security doors in accordance with security and safety policies and procedures; monitors jail security cameras.   Receives and documents visitors; ascertains nature of, or legality of visit.   Monitors radio communication among jail personnel; operates jail phone system and paging system.      Minimum Qualifications    Knowledge of   :  Pertinent federal, state, and county, laws, codes, ordinances, regulations, policies and procedures; Record-keeping, report preparation and filing systems and methods; Correct English usage, including spelling, grammar, punctuation and vocabulary; Modern office practices and technology, including the use of computers for word and data processing; Basic arithmetic and bookkeeping.    Ability to  : Learn, understand, interpret and apply pertinent laws, ordinances, regulations, policies and procedures; Learn jail/corrections facilities practices and procedures, including the operation of security equipment; Learn legal terminology; Understand and follow oral and written directions/communications; Gather complete, accurate and relevant information of a personal and confidential nature from written and oral communications; Determine appropriate responses to situations involving the custody and security of jail inmates; Work effectively under stress; react calmly and professionally in potentially dangerous situations; Communicate tactfully and effectively with the public and others; Communicate clearly and concisely, both orally and in writing; Perform clerical and bookkeeping duties; Perform multiple tasks simultaneously, and work effectively despite frequent interruptions; Operate telephone system in a professional, courteous manner; Safely operate basic office equipment and security equipment; Use computers effectively for word and data processing; Type or word process accurately at a speed necessary for successful job performance; Maintain accurate records and files; Prepare clear and concise reports, records and other written materials; Perform required mathematical computations accurately.    Education, Training, and Experience:    Correctional Technician I:   Equivalent to graduation from high school. Must be computer literate.  Correctional Technician II:   Three (3) years of experience in a position comparable to a Correctional Technician I. In addition, candidates must demonstrate competency in technical work.  Correctional Technician III:   Two (2) years of experience in a position comparable to a Correctional Technician II. In addition, candidates must demonstrate proficiency in administrative law enforcement procedures and processes.  Special Requirements  Must possess a California driver’s license and have a satisfactory driving record. Will be required to pass a thorough background investigation.  PHYSICAL DEMANDS:   Mobility to work in a standard office environment, use standard office equipment and attend off-site meetings; physical ability to sit or otherwise remain stationary at work post for long periods of time; manual dexterity to use standard office equipment and supplies and to manipulate both single sheets of paper and large document holders (binders, manuals, etc.); vision to read handwritten and printed materials and a computer screen; hearing and speech to communicate person and by telephone.    May be required to work a rotation schedule and all shifts, including weekends and holidays.     OTHER REQUIREMENTS:    This class description lists the major duties and requirements of the job and is not all-inclusive. Not all duties are necessarily performed by each incumbent. Incumbents may be expected to perform job-related duties other than those contained in the documents and may be required to have specific job-related knowledge and skills.    Bargaining Unit 10 - Calaveras County Public Service Employees Association   For available Health/Dental/Vision insurance please visit the County BENEFITS WEBPAGE.   Please note that Extra-hire positions that are benefitted, are only offered our CORE medical plan and are not offered dental or vision.      NEW * Assist-To-Own program to help Couny employees purchase a home.      Program Highlights:   Down Payment Assistance, up to 5.5% of the Total Mortgage Loan.   Available with purchase of a primary residence.   Variety of Mortgage Loan options (FHA, VA, USDA and Conventional Mortgage Loans).   No first-time homebuyer requirement to qualify.   Flexible guidelines: Minimum FICO 640; Maximum DTI 50%.   Flexible income limits, up to moderate income levels; no income limits for FHA and VA.  For more information, vists Calaveras County Assist-to-Own    Uniform Allowance: $650.04 per calendar year for specific positionssplit into monthly payments.Payments will be made monthly on the second pay check. Qualifying Classifications : Crime Scene Specialist/Property Room Manager, Deputy Probation Officer I/II/III, Correctional Cook I/II, Correctional Technician, Correctional Officer, Correctional Corporal, Correctional Sergeant, Dispatcher Clerk, Sr. Dispatcher, and Animal Control Officer I/II/III. The County shall pay a two hundred dollar and four cent ($200.04) per calendar year uniform maintenance allowance to Animal Shelter Assistant.   Uniform Allowance(Shirt): $200.04 per calendar year split into monthly payments. Qualifying Classifications : Animal Shelter Assistant   Professional Time Off : 80 hours annually, prorated to 40 hours if hired after July 1st.  Qualifying Classifications : Deputy District Attorney I/II/III/IV   Extra-Hire:  Extra-hire employees are not eligible for step advances, vacation, seniority rights, holiday pay or other certain employee benefits. They are entitled to 24 hours of sick leave per year and eligilbe for the county's CORE Medical plan but not eligible for dental or vision insurance.   Vacation days:    0 - 3 complete years = 80 hours per year.  After 6 months you can take your first week.  3 - 10 complete years = 120 hours per year  10 years+ = 160 per year   Holidays :13 paid holidays per year.   Life Insurance:  $50,000.00 County paid   Sick Leave:  12 days annual sick leave accrual with unlimited accumulation.  Sick leave is accrued at 3.69 hours for each full 80 hours of payroll period.  60 hours of sick leave can be used for immediate family, parent spouse, child or sibling.   Merit:  After successfully completing twenty-six (26) pay periods, a 5% merit increase may be granted.Merit increases may be granted annually thereafter to the top step.    Probation Period:  New employees remain in a probationary status for 26 pay periods.   Longevity Incentives @ 2.5% for each of the following:     5.5 years (if hired before March 28, 2005)   6 years   10 years                  15 years   20 years                25 years    Bi-Lingual pay :$50 per month for specific approved job classifications.   Flexible Spending:  Pre-Tax Medical Reimbursement - Max contribution of $2,500 annually   Flexible Spending: Pre-Tax Dependent Care Account - Max contribution of $5,000 annually   Section 125 Plan :Additional insurance is available through the Section 125 plan and may be purchased from arepresentative during open enrollment or by appointment when they are on-site.  AFLAC Heart & Stroke Insurance  Cancer Insurance  Accident Insurance  Universal Life Insurance  Short Term Disability Insurance  LEGALSHEILD    CALPERS RETIREMENT INFORMATION:     CalPERS:  CLASSIC MEMBERS: 2% at 55 PEPRA MEMBERS: 2% at 62   Extra-Hire's will be enrolled into Public Agency Retirement System (PARS) unless you are already a member of CalPERS.  ???????   SAFETY CalPERS: for Correctional Officer, Correctional Corporal, Correctional Sergeant and Deputy Probation Officer I/II/III. CLASSIC MEMBERS: 3% at 50 PEPRA MEMBERS: 2.7% at 57   Additional Retirement Plan:   The County offers a 457(b) Government plan. Employees can contribute to this deferred compensation plan ( Pre-Tax ).The County currently utilizes VALIC.   Participating employees will receive a County paid match of up to $50 a month. 
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        Position Description  Correctional Tech I: $18.95 - $23.05  Correctional Tech II: $20.92 - $25.42  Correctional Tech III: $23.66 - $28.75   We are recruiting to fill a current vacancy and to establish a list for future openings.  DEFINITION:  Under general supervision, performs a variety of technical and clerical duties of moderate difficulty and support duties associated with the intake and release of prisoners in the County Jail system; to enter all pertinent information into the computerized booking system; to operate and monitor communications and security equipment; to provide public reception, access and assistance as required; and perform related duties as assigned.    DISTINGUISHING CHARACTERISTICS:     Correctional Technician I:   This is the entry level class for the Correctional Technician series. Incumbents are required to perform a combination of clerical functions and some limited responsibilities associated with Correctional Officers. Assignment require basic knowledge of Sheriff’s Department policies and procedures related to jail operations, booking procedures, penal codes, and Title 15.    Correctional Technician II:   This is the journey level position within the series. In addition to the above, incumbent will be assigned to more increasingly difficult tasks within the department. Incumbents may assist in training and guiding subordinates.   Correctional Technician III:   This is the advanced level position within the series. In addition to the above, responsibilities require the frequent use of initiative and independent judgement in scheduling and coordination of office activities, and other Correctional Technicians and their assignments. Incumbents are responsible for more complex work assignments and work with greater independence from close review. Incumbents may assist in training and guiding subordinates.  Example of Duties    Duties may include, but are not limited to, the following:   Processes new prisoners from paper work provided by law enforcement officer or the courts.   Gathers and enters prisoners arrest information into the computerized booking system; prepares and routes computer-generated booking reports and information to the proper destination or as requested.   Inventories and secures inmates personal property and monies.   Completes files, logs, charts and other documents associated with jail booking activities.   Determines bail for arrestees as set by the Superior Court.   Assists in coordinating booking issues and activities with other county departments and agencies, including the courts, probation, public defender’s office, and the District attorney’s office.   Controls traffic into and out of the jail facility by operating the jail security doors in accordance with security and safety policies and procedures; monitors jail security cameras.   Receives and documents visitors; ascertains nature of, or legality of visit.   Monitors radio communication among jail personnel; operates jail phone system and paging system.      Minimum Qualifications    Knowledge of   :  Pertinent federal, state, and county, laws, codes, ordinances, regulations, policies and procedures; Record-keeping, report preparation and filing systems and methods; Correct English usage, including spelling, grammar, punctuation and vocabulary; Modern office practices and technology, including the use of computers for word and data processing; Basic arithmetic and bookkeeping.    Ability to  : Learn, understand, interpret and apply pertinent laws, ordinances, regulations, policies and procedures; Learn jail/corrections facilities practices and procedures, including the operation of security equipment; Learn legal terminology; Understand and follow oral and written directions/communications; Gather complete, accurate and relevant information of a personal and confidential nature from written and oral communications; Determine appropriate responses to situations involving the custody and security of jail inmates; Work effectively under stress; react calmly and professionally in potentially dangerous situations; Communicate tactfully and effectively with the public and others; Communicate clearly and concisely, both orally and in writing; Perform clerical and bookkeeping duties; Perform multiple tasks simultaneously, and work effectively despite frequent interruptions; Operate telephone system in a professional, courteous manner; Safely operate basic office equipment and security equipment; Use computers effectively for word and data processing; Type or word process accurately at a speed necessary for successful job performance; Maintain accurate records and files; Prepare clear and concise reports, records and other written materials; Perform required mathematical computations accurately.    Education, Training, and Experience:    Correctional Technician I:   Equivalent to graduation from high school. Must be computer literate.  Correctional Technician II:   Three (3) years of experience in a position comparable to a Correctional Technician I. In addition, candidates must demonstrate competency in technical work.  Correctional Technician III:   Two (2) years of experience in a position comparable to a Correctional Technician II. In addition, candidates must demonstrate proficiency in administrative law enforcement procedures and processes.  Special Requirements  Must possess a California driver’s license and have a satisfactory driving record. Will be required to pass a thorough background investigation.  PHYSICAL DEMANDS:   Mobility to work in a standard office environment, use standard office equipment and attend off-site meetings; physical ability to sit or otherwise remain stationary at work post for long periods of time; manual dexterity to use standard office equipment and supplies and to manipulate both single sheets of paper and large document holders (binders, manuals, etc.); vision to read handwritten and printed materials and a computer screen; hearing and speech to communicate person and by telephone.    May be required to work a rotation schedule and all shifts, including weekends and holidays.     OTHER REQUIREMENTS:    This class description lists the major duties and requirements of the job and is not all-inclusive. Not all duties are necessarily performed by each incumbent. Incumbents may be expected to perform job-related duties other than those contained in the documents and may be required to have specific job-related knowledge and skills.    Bargaining Unit 10 - Calaveras County Public Service Employees Association   For available Health/Dental/Vision insurance please visit the County BENEFITS WEBPAGE.   Please note that Extra-hire positions that are benefitted, are only offered our CORE medical plan and are not offered dental or vision.      NEW * Assist-To-Own program to help Couny employees purchase a home.      Program Highlights:   Down Payment Assistance, up to 5.5% of the Total Mortgage Loan.   Available with purchase of a primary residence.   Variety of Mortgage Loan options (FHA, VA, USDA and Conventional Mortgage Loans).   No first-time homebuyer requirement to qualify.   Flexible guidelines: Minimum FICO 640; Maximum DTI 50%.   Flexible income limits, up to moderate income levels; no income limits for FHA and VA.  For more information, vists Calaveras County Assist-to-Own    Uniform Allowance: $650.04 per calendar year for specific positionssplit into monthly payments.Payments will be made monthly on the second pay check. Qualifying Classifications : Crime Scene Specialist/Property Room Manager, Deputy Probation Officer I/II/III, Correctional Cook I/II, Correctional Technician, Correctional Officer, Correctional Corporal, Correctional Sergeant, Dispatcher Clerk, Sr. Dispatcher, and Animal Control Officer I/II/III. The County shall pay a two hundred dollar and four cent ($200.04) per calendar year uniform maintenance allowance to Animal Shelter Assistant.   Uniform Allowance(Shirt): $200.04 per calendar year split into monthly payments. Qualifying Classifications : Animal Shelter Assistant   Professional Time Off : 80 hours annually, prorated to 40 hours if hired after July 1st.  Qualifying Classifications : Deputy District Attorney I/II/III/IV   Extra-Hire:  Extra-hire employees are not eligible for step advances, vacation, seniority rights, holiday pay or other certain employee benefits. They are entitled to 24 hours of sick leave per year and eligilbe for the county's CORE Medical plan but not eligible for dental or vision insurance.   Vacation days:    0 - 3 complete years = 80 hours per year.  After 6 months you can take your first week.  3 - 10 complete years = 120 hours per year  10 years+ = 160 per year   Holidays :13 paid holidays per year.   Life Insurance:  $50,000.00 County paid   Sick Leave:  12 days annual sick leave accrual with unlimited accumulation.  Sick leave is accrued at 3.69 hours for each full 80 hours of payroll period.  60 hours of sick leave can be used for immediate family, parent spouse, child or sibling.   Merit:  After successfully completing twenty-six (26) pay periods, a 5% merit increase may be granted.Merit increases may be granted annually thereafter to the top step.    Probation Period:  New employees remain in a probationary status for 26 pay periods.   Longevity Incentives @ 2.5% for each of the following:     5.5 years (if hired before March 28, 2005)   6 years   10 years                  15 years   20 years                25 years    Bi-Lingual pay :$50 per month for specific approved job classifications.   Flexible Spending:  Pre-Tax Medical Reimbursement - Max contribution of $2,500 annually   Flexible Spending: Pre-Tax Dependent Care Account - Max contribution of $5,000 annually   Section 125 Plan :Additional insurance is available through the Section 125 plan and may be purchased from arepresentative during open enrollment or by appointment when they are on-site.  AFLAC Heart & Stroke Insurance  Cancer Insurance  Accident Insurance  Universal Life Insurance  Short Term Disability Insurance  LEGALSHEILD    CALPERS RETIREMENT INFORMATION:     CalPERS:  CLASSIC MEMBERS: 2% at 55 PEPRA MEMBERS: 2% at 62   Extra-Hire's will be enrolled into Public Agency Retirement System (PARS) unless you are already a member of CalPERS.  ???????   SAFETY CalPERS: for Correctional Officer, Correctional Corporal, Correctional Sergeant and Deputy Probation Officer I/II/III. CLASSIC MEMBERS: 3% at 50 PEPRA MEMBERS: 2.7% at 57   Additional Retirement Plan:   The County offers a 457(b) Government plan. Employees can contribute to this deferred compensation plan ( Pre-Tax ).The County currently utilizes VALIC.   Participating employees will receive a County paid match of up to $50 a month. 
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            Job Summary   Mohave County Justice Court is currently recruiting for a Justice Court Services Assistant in the Bullhead City, AZ location.    Under general supervision, undertakes and performs a variety of tasks associated with work at the front counter, within the courtroom and/or court office in support of the operations of a Justice Court in Mohave County.     REPORTS TO   A higher level of authority. The incumbent has the responsibility for the completion of assigned tasks accurately and in a timely manner. Work is reviewed through observation and evaluation of work performance and tasks completed by the incumbent.      SUPERVISION EXERCISED   None.  Essential Job Functions  The following EXAMPLES OF DUTIES are  NOT  intended as a comprehensive list of job functions/duties performed by individuals assigned to this classification. The following provide a representative summary of the major duties and responsibilities. Incumbents may not be required to perform all duties listed and/or may be required to perform additional, position-specific, duties.    Accepts new filings and/or documents related to existing cases. Reviews contents and determines if documents require immediate attention of judicial officer.  Collects fees and issues receipts.  Sets up case in electronic and/or manual recording system.  Creates new or updates existing file folders.  Issues court process; updates, maintains and records a variety of statistical and/or financial files and records.  Responds to inquiries at the counter, by mail and/or by phone; provides legal information without providing legal advice within the scope of designated authority.   Determines if request/need is a priority; as required, contacts judicial officer; advises of situation; performs follow-up work as instructed.  Balances cash drawer; reconciles receipts and disbursements; prepares daily deposit slip. As authorized, prepares, checks, validates and balances monthly and other financial reports, files and records.  Processes mail and provides to appropriate parties. Prepares and distributes a variety of court documents sends out minute entries, forms, correspondence and other items.  Pulls cases for court as required or assigned; reviews file; determines completeness of file folder; updates and prepares file for courtroom activities. Assists judicial officer in a variety of tasks as assigned.  Performs data entry; updates electronic and/or manual recording systems; updates records of documents filed, action taken and related courtroom activities. Updates paper file with latest in-court files as required. Returns court file to storage area.  As assigned, works within the courtroom; sets up court for operations; replenishes supplies, forms and related materials; checks operation of recording machine; loads fresh tapes.  Calls cases, witnesses and/or performs other duties as assigned by the judicial officer; operates recording equipment; updates and maintains recording logs; assists witnesses, jurors and others as instructed by the judicial officer.  Provides subsequent court dates; issues court process, notices and other court documents; updates electronic and/or manual recording systems.     SECONDARY JOB FUNCTIONS    Performs other functions as assigned.  Exercise regular and predictable attendance and punctuality in accordance with Mohave County Personnel Policies and Procedures.    Minimum Qualifications    A high school diploma/GED.   AND  one (1) year of relevant, progressively responsible secretarial, legal secretarial, clerical, customer service or closely related work.   OR  any equivalent combination of experience and/or education from    SPECIAL JOB REQUIREMENT    Must possess a valid driver's license for operation of motor vehicles on Arizona roads at the start of employment and maintain said license while employed in this position.  Provide acceptable driving history at no cost to the County.  May be required an affidavit and/or demonstrate proficiency to type 50 words per minute (wpm).  Must complete annual training as required by the Committee on Judicial Education and Training (COJET).    Knowledge, Skills & Abilities   Knowledge of   Applicable city, county, Arizona Supreme Court, state and Federal statutes, rules, ordinances, codes, administrative orders, case law and other relevant directives.  Mohave County and specific court-related policies and procedures.  Principles of bookkeeping and/or accounting.  Principles of file and records management.  Court processes, procedures and legal terminology.  Trends and practices in office, court and business operations.    Skill in    Reading, understanding, interpreting and applying relevant city, county, state and Federal statutes, rules, ordinances, codes, administrative orders, case law and other relevant directives.  Assessing, evaluating, prioritizing and handling multiple tasks, projects and demands.  Working within deadlines to complete projects and assignments.  Assessing, analyzing, identifying and recommending solutions to problems.  Establishing and maintaining effective working relations with co-workers, other County employees, representatives of other governmental agencies, the bar association, victims, witnesses, litigants, jurors, news media, general public and others having business with the courts of Mohave County.  Operating a personal computer utilizing a variety of commonly used and specialized software applications.    Ability to:   Comply with Mohave County Personnel Policies and Procedures, and Department Regulation.  Perform the essential functions of the job specifications with or without a reasonable accommodation.      Closing Date/Time: 4/17/2024 5:00 PM Arizona
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        Job Summary   Mohave County Justice Court is currently recruiting for a Justice Court Services Assistant in the Bullhead City, AZ location.    Under general supervision, undertakes and performs a variety of tasks associated with work at the front counter, within the courtroom and/or court office in support of the operations of a Justice Court in Mohave County.     REPORTS TO   A higher level of authority. The incumbent has the responsibility for the completion of assigned tasks accurately and in a timely manner. Work is reviewed through observation and evaluation of work performance and tasks completed by the incumbent.      SUPERVISION EXERCISED   None.  Essential Job Functions  The following EXAMPLES OF DUTIES are  NOT  intended as a comprehensive list of job functions/duties performed by individuals assigned to this classification. The following provide a representative summary of the major duties and responsibilities. Incumbents may not be required to perform all duties listed and/or may be required to perform additional, position-specific, duties.    Accepts new filings and/or documents related to existing cases. Reviews contents and determines if documents require immediate attention of judicial officer.  Collects fees and issues receipts.  Sets up case in electronic and/or manual recording system.  Creates new or updates existing file folders.  Issues court process; updates, maintains and records a variety of statistical and/or financial files and records.  Responds to inquiries at the counter, by mail and/or by phone; provides legal information without providing legal advice within the scope of designated authority.   Determines if request/need is a priority; as required, contacts judicial officer; advises of situation; performs follow-up work as instructed.  Balances cash drawer; reconciles receipts and disbursements; prepares daily deposit slip. As authorized, prepares, checks, validates and balances monthly and other financial reports, files and records.  Processes mail and provides to appropriate parties. Prepares and distributes a variety of court documents sends out minute entries, forms, correspondence and other items.  Pulls cases for court as required or assigned; reviews file; determines completeness of file folder; updates and prepares file for courtroom activities. Assists judicial officer in a variety of tasks as assigned.  Performs data entry; updates electronic and/or manual recording systems; updates records of documents filed, action taken and related courtroom activities. Updates paper file with latest in-court files as required. Returns court file to storage area.  As assigned, works within the courtroom; sets up court for operations; replenishes supplies, forms and related materials; checks operation of recording machine; loads fresh tapes.  Calls cases, witnesses and/or performs other duties as assigned by the judicial officer; operates recording equipment; updates and maintains recording logs; assists witnesses, jurors and others as instructed by the judicial officer.  Provides subsequent court dates; issues court process, notices and other court documents; updates electronic and/or manual recording systems.     SECONDARY JOB FUNCTIONS    Performs other functions as assigned.  Exercise regular and predictable attendance and punctuality in accordance with Mohave County Personnel Policies and Procedures.    Minimum Qualifications    A high school diploma/GED.   AND  one (1) year of relevant, progressively responsible secretarial, legal secretarial, clerical, customer service or closely related work.   OR  any equivalent combination of experience and/or education from    SPECIAL JOB REQUIREMENT    Must possess a valid driver's license for operation of motor vehicles on Arizona roads at the start of employment and maintain said license while employed in this position.  Provide acceptable driving history at no cost to the County.  May be required an affidavit and/or demonstrate proficiency to type 50 words per minute (wpm).  Must complete annual training as required by the Committee on Judicial Education and Training (COJET).    Knowledge, Skills & Abilities   Knowledge of   Applicable city, county, Arizona Supreme Court, state and Federal statutes, rules, ordinances, codes, administrative orders, case law and other relevant directives.  Mohave County and specific court-related policies and procedures.  Principles of bookkeeping and/or accounting.  Principles of file and records management.  Court processes, procedures and legal terminology.  Trends and practices in office, court and business operations.    Skill in    Reading, understanding, interpreting and applying relevant city, county, state and Federal statutes, rules, ordinances, codes, administrative orders, case law and other relevant directives.  Assessing, evaluating, prioritizing and handling multiple tasks, projects and demands.  Working within deadlines to complete projects and assignments.  Assessing, analyzing, identifying and recommending solutions to problems.  Establishing and maintaining effective working relations with co-workers, other County employees, representatives of other governmental agencies, the bar association, victims, witnesses, litigants, jurors, news media, general public and others having business with the courts of Mohave County.  Operating a personal computer utilizing a variety of commonly used and specialized software applications.    Ability to:   Comply with Mohave County Personnel Policies and Procedures, and Department Regulation.  Perform the essential functions of the job specifications with or without a reasonable accommodation.      Closing Date/Time: 4/17/2024 5:00 PM Arizona
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                                            City of Long Beach, CA
                                    
            
                            
                    City of Long Beach, California, United States
                
                    

        
            DESCRIPTION   T H E C O M M U N I T Y    Ideally located on the Pacific Ocean south of Los Angeles, adjacent to Orange County, the City of Long Beach, California (population 470,000) is frequently described as a series of strong, diverse interwoven smaller communities within a large city. Enjoying an ideal Southern California climate, Long Beach is home to an abundance of cultural and recreational options. The Long Beach Convention Center, Aquarium of the Pacific, Queen Mary, and the annual Acura Grand Prix of Long Beach, plus a wide variety of other attractions (two historic ranchos, three marinas, and five golf courses) serve to draw 6.5 million visitors a year. The City is also home to California State University, Long Beach, and Long Beach City College. Cal State Long Beach is the second largest university in the state and was recently ranked the No. 3 best-value public college in the nation. Covering approximately 50 square miles, Long Beach is supported by a wide mix of industries with education, health and social services, manufacturing, retail trade, and professional services comprising the highest representation.    Known for its livable and desirable neighborhoods, Long Beach was named by America’s Promise Alliance as one of the 100 Best Communities for Young People two years in a row. While it offers all the amenities of a large metropolis, many say Long Beach offers the added benefit of having maintained a strong sense of community and cohesiveness despite its growth. A superb climate, quality schools, a vibrant downtown, and a wide variety of neighborhoods help make Long Beach one of the most livable communities in the country.    C I T Y G O V E R N M E N T   Long Beach, a charter city formed in 1897, is governed by nine City Council Members elected by district and a city-wide elected Mayor. Other elected officials include the City Attorney, City Auditor, and City Prosecutor. The elected officials are elected to staggered four-year terms. The City Council appoints the City Manager and City Clerk. The City Manager is responsible for the efficient administration of all City departments, excluding those under the direction of a separately elected official, Board or Commission. Long Beach is one of only three cities in California with its own Health Department and one of the very few municipalities with its own Utilities Department (Water and Gas) and Energy Resources Departments.   The City is supported by a FY 2024 total budget of approximately $3.3 billion with a General Fund budget of $719 million. More than 6,000 full and part-time employees support municipal operations with the vast majority being represented by twelve employee associations. To learn more about the City of Long Beach, go to: www.longbeach.gov .   T H E D E P A R T M E N T   The City of Long Beach is served by an Emergency Communications Center (9-1-1 Center) which functions as a primary PSAP and dispatch center for police, fire and Emergency Medical Services response. The 9-1-1 Center functions within the Department of Disaster Preparedness and Emergency Communications (DPEC) and serves a City population of approximately 470,000, answering nearly 660,000 calls and dispatching more than 295,000 emergency response units. The 9-1-1 Center operates 24/7 on a schedule of 5 shifts. The Department of Disaster Preparedness and Emergency Communications has 91 employees with a budget of approximately $14.4 Million. The Emergency Communications Division has 80 employees and an operating budget of over $11 Million. The Emergency Communications Division is one of three divisions in the Department.   This position qualifies for a Recruitment Incentive of $6,000. For more information on the City of Long Beach's Recruitment Incentive Program please click here .   EXAMPLES OF DUTIES   T H E P O S I T I O N    The City of Long Beach is seeking an exceptional candidate to serve as its next Communications Center Officer. The Communications Center Officer leads the 9-1-1 Emergency Communications Division and is an at-will management position reporting directly to the Director of Disaster Preparedness & Emergency Communications. This position oversees the daily operations of the Emergency Communications Center to ensure that timely, effective, and efficient services are provided to the City's residents and Fire, Police, and Emergency Medical personnel. The position directly supervises the Administrative Coordinator, Operations Coordinator, and Systems Coordinator, indirectly supervises 76 Public Safety Dispatchers, and interacts with the Department's entire management team.    Specific duties include:   Ensure that call-taking time standards and protocols are met.  Maintain an effective new employee and continuing education training program.  Develop effective operational and administrative policies and procedures, with a focus on incentivized recruitment and retention of the City’s 9-1-1 Public Safety Dispatchers.  Resolve citizen complaints in a timely, and effective manner.  Prepare the 9-1-1 Center for the implementation of Next Generation 9-1-1 technology.  Provide oversight for the cross-training of Fire and Police 9-1-1 dispatchers.  Maintain a positive and effective relationship with regulatory agencies, Police and Fire Command Staff, and labor representatives.   Manage confidential information and participate in discussions and agreements with the union.  Implement strategies from the recently completed staffing and operations study.   Ensure the operational readiness of 9-1-1 Center equipment and technology.   Oversee the recruitment and training of new employees.    T H E I D E A L C A N D I D A T E   The ideal candidate will possess operational and administrative experience in a medium to large municipal emergency communications center; knowledge of applicable local, state, and federal laws, and rules and regulations as they apply to public safety emergency communications operations; knowledge of the technical systems required for day-to-day operations; and, knowledge of human resource policies, labor contract provisions and safety policies.  In addition to emergency communications operational expertise, the ideal candidate will be a strong manager who leads by example. The ideal candidate will be a detail-oriented, hands-on manager, capable of adhering to multiple deadlines in a fast-paced work environment while maintaining effective working relationships at all levels of the organization. The successful applicant will be expected to pass an extensive background investigation, including a polygraph and psychological exam, and must possess a valid state-issued driver's license by the date of appointment.   REQUIREMENTS TO FILE   M I N I M U M R E Q U I R E M E N T S    The Department of Disaster Preparedness and Emergency Communications invites candidates to apply who meet the following minimum requirements:     Education:       A bachelor's degree from an accredited four-year college or university in a closely related field. H owever, candidates may substitute experience offering specific and substantial preparation for the duties of the position for the required education on a year-for-year basis.         Experience:        At least three (3) years of experience in a medium to large municipal emergency communications center, with one (1) year of supervisory experience.         Additional Requirements:        Recent POST and/or Fire Emergency Medical Dispatch certification. (Proof is required at the time of application submittal)     SELECTION PROCEDURE   A P P L I C A T I O N P R O C E S S     This recruitment deadline was extended to close at  11:59   PM    on Saturday  , May 4, 2023.     To be considered for this opportunity, applicants must submit an online application , including a resume and cover letter that reflect the scope and level of their current/most recent positions and responsibilities, proof of education (degree or transcript), and if applicable a copy of recent POST and/or Fire Emergency Medical Dispatch certification. Candidates must also complete the online supplemental questionnaire. Online applications can be filed at www.longbeach.gov/jobs .    Following the close of filing, applications will be reviewed and those candidates determined to be the best qualified will be invited to participate in the selection process, which will include an oral interview by a selection panel. The selected candidate will be required to undergo a thorough background and reference check. Incomplete applications or candidates who clearly do not meet the minimum requirements of the position will not be considered.   The City of Long Beach is an  Equal Opportunity Employer . We value and encourage diversity in our workforce. The City of Long Beach is committed to creating a workplace where every employee is valued for who they are. Having our workforce reflect the diversity of our community at various levels of the organization is a continuous goal embraced by our departments, management staff, and policymakers. To support efforts of fairness and diversity, City Leadership is committed to incorporating equity and inclusion into our work by supporting staff and community partners. We are committed to promoting transparency by publishing updated demographic information for employees, including workforce diversity data and pay by race and gender.  The City of Long Beach will consider qualified applicants with a criminal history pursuant to the  California Fair Chance Act.  You are not required to disclose your criminal history or participate in a background check until you receive a conditional job offer. If the City of Long Beach has concerns about a conviction that is directly related to the job after making a conditional job offer and conducting a background check, you will have the opportunity to explain the circumstances surrounding the conviction, provide evidence to mitigate concerns, or challenge the accuracy of the background report. Find out more about the Fair Chance Act by visiting https://calcivilrights.ca.gov/fair-chance-act  The City of Long Beach offers its employees opportunities to grow personally and professionally.As a permanent employee, you are eligible to receive fringe benefits that include:   Retirement: California Public Employees' Retirement System (PERS) defined benefit retirement plan, which is coordinated with Social Security. The benefit is 2.5% or 2.7% (depending on hire date) @55 for "Classic" members and 2% @62 for new members as defined by PEPRA, subject to the compensation limitations set by PERS. Both the City and the employee contributes toward CalPERS retirement contributions. The city also participates in Social Security.   Health and Dental Insurance: The City offers the choice of HMO and PPO plans. The city pays major portion of the premium for employee and dependents depending on the health/ dental plan selected.   Life Insurance: City-paid term life insurance policy equal to three (3) times annual salary to a maximum of $500,000.   Disability Insurance: City-paid short-term and long-term disability insurance.   Management Physical: Annual City-paid physical examination.   Vacation: Twelve (12) vacation days after the first year of service; 15 days after four years, six months of service; 20 days after 19 years, six months of service.   Executive Leave: Forty (40) hours Executive Leave per year. The City Manager has discretion to grant an additional 40 hours each year.   Sick Leave : One day earned per month; unlimited accumulation; conversion upon retirement to cash credit toward health and/or dental insurance premiums, or to pension credits.   Holidays: Eleven (11) designated holidays per year, plus four personal holidays to be used at the employee's discretion.   Transportation Allowance: Monthly allowance is allocated by classifications below;   Department Head $650.00   Deputy Director/Manager/Director (Harbor/Utilities) $550.00   Division Officer/Superintendent/ Chief of Staff / Administrator / Principal DCA $450.00   Assistant to Executive / Executive Assistant / Executive Secretary/ Executive Support Staff $300.00   Deferred Compensation Plan: Optional for employee contribution to a supplementary retirement savings program available through Mission Square Retirement formerly ICMA-RC Retirement Corporation).   Classic CalPERS Members: The City will contribute a maximum of up to two percent (2%) of base salary* for all qualified Classic CalPERS members.   Public Employees’ Pension Reform Act (PEPRA) CalPERS Members: Effective the second full pay period following City Council adoption, the City contribution will increase from two percent (2%) to three percent (3%) of base salary* for all qualified PEPRA CalPERS members.   Flexible Spending Account (FSA): Optional election for employees to reduce taxable income for payment of allowable childcare or medical expenses.   Flexible/Hybrid Work Schedule: Available (subject to City Manager approval).   Paid Parental Leave:  The City provides one hundred and sixty (160) hours of Paid Parental Leave at 100% of salary, for the birth, adoption or foster placement of a child, regardless of the gender, marital status or sexual orientation of the parent.  Closing Date/Time: 5/4/2024 11:59 PM Pacific
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        DESCRIPTION   T H E C O M M U N I T Y    Ideally located on the Pacific Ocean south of Los Angeles, adjacent to Orange County, the City of Long Beach, California (population 470,000) is frequently described as a series of strong, diverse interwoven smaller communities within a large city. Enjoying an ideal Southern California climate, Long Beach is home to an abundance of cultural and recreational options. The Long Beach Convention Center, Aquarium of the Pacific, Queen Mary, and the annual Acura Grand Prix of Long Beach, plus a wide variety of other attractions (two historic ranchos, three marinas, and five golf courses) serve to draw 6.5 million visitors a year. The City is also home to California State University, Long Beach, and Long Beach City College. Cal State Long Beach is the second largest university in the state and was recently ranked the No. 3 best-value public college in the nation. Covering approximately 50 square miles, Long Beach is supported by a wide mix of industries with education, health and social services, manufacturing, retail trade, and professional services comprising the highest representation.    Known for its livable and desirable neighborhoods, Long Beach was named by America’s Promise Alliance as one of the 100 Best Communities for Young People two years in a row. While it offers all the amenities of a large metropolis, many say Long Beach offers the added benefit of having maintained a strong sense of community and cohesiveness despite its growth. A superb climate, quality schools, a vibrant downtown, and a wide variety of neighborhoods help make Long Beach one of the most livable communities in the country.    C I T Y G O V E R N M E N T   Long Beach, a charter city formed in 1897, is governed by nine City Council Members elected by district and a city-wide elected Mayor. Other elected officials include the City Attorney, City Auditor, and City Prosecutor. The elected officials are elected to staggered four-year terms. The City Council appoints the City Manager and City Clerk. The City Manager is responsible for the efficient administration of all City departments, excluding those under the direction of a separately elected official, Board or Commission. Long Beach is one of only three cities in California with its own Health Department and one of the very few municipalities with its own Utilities Department (Water and Gas) and Energy Resources Departments.   The City is supported by a FY 2024 total budget of approximately $3.3 billion with a General Fund budget of $719 million. More than 6,000 full and part-time employees support municipal operations with the vast majority being represented by twelve employee associations. To learn more about the City of Long Beach, go to: www.longbeach.gov .   T H E D E P A R T M E N T   The City of Long Beach is served by an Emergency Communications Center (9-1-1 Center) which functions as a primary PSAP and dispatch center for police, fire and Emergency Medical Services response. The 9-1-1 Center functions within the Department of Disaster Preparedness and Emergency Communications (DPEC) and serves a City population of approximately 470,000, answering nearly 660,000 calls and dispatching more than 295,000 emergency response units. The 9-1-1 Center operates 24/7 on a schedule of 5 shifts. The Department of Disaster Preparedness and Emergency Communications has 91 employees with a budget of approximately $14.4 Million. The Emergency Communications Division has 80 employees and an operating budget of over $11 Million. The Emergency Communications Division is one of three divisions in the Department.   This position qualifies for a Recruitment Incentive of $6,000. For more information on the City of Long Beach's Recruitment Incentive Program please click here .   EXAMPLES OF DUTIES   T H E P O S I T I O N    The City of Long Beach is seeking an exceptional candidate to serve as its next Communications Center Officer. The Communications Center Officer leads the 9-1-1 Emergency Communications Division and is an at-will management position reporting directly to the Director of Disaster Preparedness & Emergency Communications. This position oversees the daily operations of the Emergency Communications Center to ensure that timely, effective, and efficient services are provided to the City's residents and Fire, Police, and Emergency Medical personnel. The position directly supervises the Administrative Coordinator, Operations Coordinator, and Systems Coordinator, indirectly supervises 76 Public Safety Dispatchers, and interacts with the Department's entire management team.    Specific duties include:   Ensure that call-taking time standards and protocols are met.  Maintain an effective new employee and continuing education training program.  Develop effective operational and administrative policies and procedures, with a focus on incentivized recruitment and retention of the City’s 9-1-1 Public Safety Dispatchers.  Resolve citizen complaints in a timely, and effective manner.  Prepare the 9-1-1 Center for the implementation of Next Generation 9-1-1 technology.  Provide oversight for the cross-training of Fire and Police 9-1-1 dispatchers.  Maintain a positive and effective relationship with regulatory agencies, Police and Fire Command Staff, and labor representatives.   Manage confidential information and participate in discussions and agreements with the union.  Implement strategies from the recently completed staffing and operations study.   Ensure the operational readiness of 9-1-1 Center equipment and technology.   Oversee the recruitment and training of new employees.    T H E I D E A L C A N D I D A T E   The ideal candidate will possess operational and administrative experience in a medium to large municipal emergency communications center; knowledge of applicable local, state, and federal laws, and rules and regulations as they apply to public safety emergency communications operations; knowledge of the technical systems required for day-to-day operations; and, knowledge of human resource policies, labor contract provisions and safety policies.  In addition to emergency communications operational expertise, the ideal candidate will be a strong manager who leads by example. The ideal candidate will be a detail-oriented, hands-on manager, capable of adhering to multiple deadlines in a fast-paced work environment while maintaining effective working relationships at all levels of the organization. The successful applicant will be expected to pass an extensive background investigation, including a polygraph and psychological exam, and must possess a valid state-issued driver's license by the date of appointment.   REQUIREMENTS TO FILE   M I N I M U M R E Q U I R E M E N T S    The Department of Disaster Preparedness and Emergency Communications invites candidates to apply who meet the following minimum requirements:     Education:       A bachelor's degree from an accredited four-year college or university in a closely related field. H owever, candidates may substitute experience offering specific and substantial preparation for the duties of the position for the required education on a year-for-year basis.         Experience:        At least three (3) years of experience in a medium to large municipal emergency communications center, with one (1) year of supervisory experience.         Additional Requirements:        Recent POST and/or Fire Emergency Medical Dispatch certification. (Proof is required at the time of application submittal)     SELECTION PROCEDURE   A P P L I C A T I O N P R O C E S S     This recruitment deadline was extended to close at  11:59   PM    on Saturday  , May 4, 2023.     To be considered for this opportunity, applicants must submit an online application , including a resume and cover letter that reflect the scope and level of their current/most recent positions and responsibilities, proof of education (degree or transcript), and if applicable a copy of recent POST and/or Fire Emergency Medical Dispatch certification. Candidates must also complete the online supplemental questionnaire. Online applications can be filed at www.longbeach.gov/jobs .    Following the close of filing, applications will be reviewed and those candidates determined to be the best qualified will be invited to participate in the selection process, which will include an oral interview by a selection panel. The selected candidate will be required to undergo a thorough background and reference check. Incomplete applications or candidates who clearly do not meet the minimum requirements of the position will not be considered.   The City of Long Beach is an  Equal Opportunity Employer . We value and encourage diversity in our workforce. The City of Long Beach is committed to creating a workplace where every employee is valued for who they are. Having our workforce reflect the diversity of our community at various levels of the organization is a continuous goal embraced by our departments, management staff, and policymakers. To support efforts of fairness and diversity, City Leadership is committed to incorporating equity and inclusion into our work by supporting staff and community partners. We are committed to promoting transparency by publishing updated demographic information for employees, including workforce diversity data and pay by race and gender.  The City of Long Beach will consider qualified applicants with a criminal history pursuant to the  California Fair Chance Act.  You are not required to disclose your criminal history or participate in a background check until you receive a conditional job offer. If the City of Long Beach has concerns about a conviction that is directly related to the job after making a conditional job offer and conducting a background check, you will have the opportunity to explain the circumstances surrounding the conviction, provide evidence to mitigate concerns, or challenge the accuracy of the background report. Find out more about the Fair Chance Act by visiting https://calcivilrights.ca.gov/fair-chance-act  The City of Long Beach offers its employees opportunities to grow personally and professionally.As a permanent employee, you are eligible to receive fringe benefits that include:   Retirement: California Public Employees' Retirement System (PERS) defined benefit retirement plan, which is coordinated with Social Security. The benefit is 2.5% or 2.7% (depending on hire date) @55 for "Classic" members and 2% @62 for new members as defined by PEPRA, subject to the compensation limitations set by PERS. Both the City and the employee contributes toward CalPERS retirement contributions. The city also participates in Social Security.   Health and Dental Insurance: The City offers the choice of HMO and PPO plans. The city pays major portion of the premium for employee and dependents depending on the health/ dental plan selected.   Life Insurance: City-paid term life insurance policy equal to three (3) times annual salary to a maximum of $500,000.   Disability Insurance: City-paid short-term and long-term disability insurance.   Management Physical: Annual City-paid physical examination.   Vacation: Twelve (12) vacation days after the first year of service; 15 days after four years, six months of service; 20 days after 19 years, six months of service.   Executive Leave: Forty (40) hours Executive Leave per year. The City Manager has discretion to grant an additional 40 hours each year.   Sick Leave : One day earned per month; unlimited accumulation; conversion upon retirement to cash credit toward health and/or dental insurance premiums, or to pension credits.   Holidays: Eleven (11) designated holidays per year, plus four personal holidays to be used at the employee's discretion.   Transportation Allowance: Monthly allowance is allocated by classifications below;   Department Head $650.00   Deputy Director/Manager/Director (Harbor/Utilities) $550.00   Division Officer/Superintendent/ Chief of Staff / Administrator / Principal DCA $450.00   Assistant to Executive / Executive Assistant / Executive Secretary/ Executive Support Staff $300.00   Deferred Compensation Plan: Optional for employee contribution to a supplementary retirement savings program available through Mission Square Retirement formerly ICMA-RC Retirement Corporation).   Classic CalPERS Members: The City will contribute a maximum of up to two percent (2%) of base salary* for all qualified Classic CalPERS members.   Public Employees’ Pension Reform Act (PEPRA) CalPERS Members: Effective the second full pay period following City Council adoption, the City contribution will increase from two percent (2%) to three percent (3%) of base salary* for all qualified PEPRA CalPERS members.   Flexible Spending Account (FSA): Optional election for employees to reduce taxable income for payment of allowable childcare or medical expenses.   Flexible/Hybrid Work Schedule: Available (subject to City Manager approval).   Paid Parental Leave:  The City provides one hundred and sixty (160) hours of Paid Parental Leave at 100% of salary, for the birth, adoption or foster placement of a child, regardless of the gender, marital status or sexual orientation of the parent.  Closing Date/Time: 5/4/2024 11:59 PM Pacific
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            DESCRIPTION    THE COMMUNITY    Ideally located on the Pacific Ocean south of Los Angeles, adjacent to Orange County, the City of Long Beach, California (population 470,000) is frequently described as a series of strong, diverse interwoven smaller communities within a large city. Enjoying an ideal Southern California climate, Long Beach is home to an abundance of cultural and recreational options. The Long Beach Convention Center, Aquarium of the Pacific, Queen Mary, and the annual Acura Grand Prix of Long Beach, plus a wide variety of other attractions (two historic ranchos, three marinas, and five golf courses), serve to draw 6.5 million visitors a year. The City is also home to California State University, Long Beach, and Long Beach City College. Cal State Long Beach is the second largest university in the state and was recently ranked the No. 3 best-value public college in the nation. Covering approximately 50 square miles, Long Beach is supported by a wide mix of industries with education, health and social services, manufacturing, retail trade, and professional services comprising the highest representation. Known for its livable and desirable neighborhoods, Long Beach was named by America’s Promise Alliance as one of the 100 Best Communities for Young People two years in a row. While it offers all the amenities of a large metropolis, many say Long Beach offers the added benefit of having maintained a strong sense of community and cohesiveness despite its growth. A superb climate, quality schools, a vibrant downtown, and a wide variety of neighborhoods help make Long Beach one of the most livable communities in the country.     CITY GOVERNMENT   Long Beach, a charter city formed in 1897, is governed by nine City Council Members elected by district and a city-wide elected Mayor. Other elected officials include the City Attorney, City Auditor, and City Prosecutor. The elected officials are elected to staggered four-year terms. The City Council appoints the City Manager and City Clerk. The City Manager is responsible for the efficient administration of all City departments, excluding those under the direction of a separately elected official, Board or Commission. Long Beach is one of only three cities in California with its own Health Department and one of the very few municipalities with its own Utilities Department (Water and Gas) and Energy Resources Departments. The City is supported by a FY 2024 total budget of approximately $3.3 billion with a General Fund budget of $719 million. More than 6,000 full and part-time employees support municipal operations with the vast majority being represented by twelve employee associations. To learn more about the City of Long Beach, go to: www.longbeach.gov .   DEPARTMENT OF DISASTER PREPAREDNESS AND EMERGENCY COMMUNICATIONS  The Department of Disaster Preparedness and Emergency Communications has 91 employees, including the City’s 9-1-1 Dispatchers, with a budget of $14.4 million. The Disaster Preparedness Bureau is one of three bureaus in the Department, and consists of a Disaster Preparedness Officer, Disaster Preparedness Analyst, and Disaster Preparedness Intern. The Disaster Preparedness Officer is a member of the Department’s management team, reporting directly to the Director, and is responsible for the oversight of the bureau’s $1.2 million operating budget.  EXAMPLES OF DUTIES   THE POSITION  The City of Long Beach is seeking an exceptional candidate to serve as its next Disaster Preparedness Officer. The Disaster Preparedness Officer is an at-will management position reporting directly to the Director of Disaster Preparedness and Emergency Communications. As part of the City’s continuum of public safety, this position is responsible for the efficient and effective management of emergency operations within the City of Long Beach. The position directly supervises a Disaster Preparedness Analyst and Intern. The Disaster Preparedness Officer generally works during normal business hours, but may be required to work nights, weekends, and extended hours, or be on call when necessary.  Specific duties include:   Work to mitigate, plan for, respond to and recover from disasters or emergencies in accordance with Federal Emergency Management Agency (FEMA) guidelines  Maintain citywide emergency plans, including the Emergency Operations   Plan and Hazard Mitigation Plan Ensure the readiness of the City’s Emergency Operations Center  Coordinate emergency response and recovery efforts across City departments and outside agencies in accordance with the Incident Command System (ICS)  Provide oversight for Homeland Security Grant funded projects, training and equipment procurement  Educate and train City employees, community partner organizations and the public on disaster preparedness   Serve as Disaster Management Area Coordinator (DMAC) for the Los Angeles County Area F group  Develop tools and identify resources to support the overall preparedness of the residents and staff of the City of Long Beach   THE IDEAL CANDIDATE  The ideal candidate will be a mission-driven leader who demonstrates excellent proficiencies in organizational and administrative skills, written and verbal communication, project management, budget oversight and grant-funded program administration. As an experienced leader, the preferred candidate will be a strong manager who trains and leads by example. The candidate should be knowledgeable of the roles and purpose of federal, state and local agencies involved in emergency management planning and response, and possess experience in writing and maintaining plans for multi-hazard and disaster response. The candidate should be capable of coordinating, updating and maintaining the functions of an Emergency Operations Center; responding to a potential or existing disaster within the ICS structure; and, utilizing systems related to emergency planning and communications, crisis management tools, mass notification systems, emergency alert systems and auxiliary communications services. The candidate should have prepared and presented emergency preparedness and response trainings and presentations to a wide variety of audiences, including public safety personnel, disaster service workers, volunteers, community members and local officials.   REQUIREMENTS TO FILE  The Department of Disaster Preparedness and Emergency Communications invites candidates to apply who meet the following minimum requirements:    A bachelor’s degree from an accredited four-year college or university in a field closely related to Emergency Management.  Three (3) years of full-time paid experience in emergency management. One (1) year of which served as experience in a supervisory or lead capacity.   Valid Driver’s License.   Proof of education is required at the time of application submittal.    DESIRABLE QUALIFICATIONS   One (1) year of experience in emergency operations programs for a government agency or large company developing and implementing an emergency plan for large-scale disasters is preferred.  Completion of the Federal Incident Command System (ICS) emergency management coursework is preferred.   The professional attributes that best describe the new Disaster Preparedness Officer:  Highly organized professional  Participative and inclusive management style   Accountable, takes ownership  Leader, positive example to others   Results-oriented  Direct communicator with superior interpersonal skills   Ethical with a high level of integrity  Embrace ideas and contributions from others   Dedicated to quality customer service  Creative, strategic thinker  Strong project management / technical skills   Exercises good judgment    SELECTION PROCEDURE  This recruitment will close at  11:59 p.m. on Saturday, May 4, 2024 . To be considered for this opportunity, applicants must submit an online application, including a resume and cover letter that reflect the scope and level of their current/most recent positions and responsibilities, and proof of education (degree or transcript). Candidates must also complete the online supplemental questionnaire. Online applications can be filed at www.longbeach.gov/jobs.  Following the close of filing, applications will be reviewed and those candidates determined to be the best qualified will be invited to participate in the selection process, which will include an oral interview by a selection panel. The selected candidate will be required to undergo a thorough background and reference check. Incomplete applications or candidates who clearly do not meet the minimum requirements of the position will not be considered.    The City of Long Beach is an  Equal Opportunity Employer . We value and encourage diversity in our workforce. The City of Long Beach is committed to creating a workplace where every employee is valued for who they are. Having our workforce reflect the diversity of our community at various levels of the organization is a continuous goal embraced by our departments, management staff, and policymakers. To support efforts of fairness and diversity, City Leadership is committed to incorporating equity and inclusion into our work by supporting staff and community partners. We are committed to promoting transparency by publishing updated demographic information for employees, including workforce diversity data and pay by race and gender.  The City of Long Beach will consider qualified applicants with a criminal history pursuant to the  California Fair Chance Act.  You are not required to disclose your criminal history or participate in a background check until you receive a conditional job offer. If the City of Long Beach has concerns about a conviction that is directly related to the job after making a conditional job offer and conducting a background check, you will have the opportunity to explain the circumstances surrounding the conviction, provide evidence to mitigate concerns, or challenge the accuracy of the background report. Find out more about the Fair Chance Act by visiting https://calcivilrights.ca.gov/fair-chance-act .  The City of Long Beach intends to provide reasonable accommodations in accordance with the Americans with Disabilities Act of 1990. If a special accommodation is desired, or if you would like to request this information in an alternative format, please call (562) 570-7915.    For technical support with your governmentjobs.com application, please contact (855) 524-5627.  The City of Long Beach offers its employees opportunities to grow personally and professionally.As a permanent employee, you are eligible to receive fringe benefits that include:   Retirement: California Public Employees' Retirement System (PERS) defined benefit retirement plan, which is coordinated with Social Security. The benefit is 2.5% or 2.7% (depending on hire date) @55 for "Classic" members and 2% @62 for new members as defined by PEPRA, subject to the compensation limitations set by PERS. Both the City and the employee contributes toward CalPERS retirement contributions. The city also participates in Social Security.   Health and Dental Insurance: The City offers the choice of HMO and PPO plans. The city pays major portion of the premium for employee and dependents depending on the health/ dental plan selected.   Life Insurance: City-paid term life insurance policy equal to three (3) times annual salary to a maximum of $500,000.   Disability Insurance: City-paid short-term and long-term disability insurance.   Management Physical: Annual City-paid physical examination.   Vacation: Twelve (12) vacation days after the first year of service; 15 days after four years, six months of service; 20 days after 19 years, six months of service.   Executive Leave: Forty (40) hours Executive Leave per year. The City Manager has discretion to grant an additional 40 hours each year.   Sick Leave : One day earned per month; unlimited accumulation; conversion upon retirement to cash credit toward health and/or dental insurance premiums, or to pension credits.   Holidays: Eleven (11) designated holidays per year, plus four personal holidays to be used at the employee's discretion.   Transportation Allowance: Monthly allowance is allocated by classifications below;   Department Head $650.00   Deputy Director/Manager/Director (Harbor/Utilities) $550.00   Division Officer/Superintendent/ Chief of Staff / Administrator / Principal DCA $450.00   Assistant to Executive / Executive Assistant / Executive Secretary/ Executive Support Staff $300.00   Deferred Compensation Plan: Optional for employee contribution to a supplementary retirement savings program available through Mission Square Retirement formerly ICMA-RC Retirement Corporation).   Classic CalPERS Members: The City will contribute a maximum of up to two percent (2%) of base salary* for all qualified Classic CalPERS members.   Public Employees’ Pension Reform Act (PEPRA) CalPERS Members: Effective the second full pay period following City Council adoption, the City contribution will increase from two percent (2%) to three percent (3%) of base salary* for all qualified PEPRA CalPERS members.   Flexible Spending Account (FSA): Optional election for employees to reduce taxable income for payment of allowable childcare or medical expenses.   Flexible/Hybrid Work Schedule: Available (subject to City Manager approval).   Paid Parental Leave:  The City provides one hundred and sixty (160) hours of Paid Parental Leave at 100% of salary, for the birth, adoption or foster placement of a child, regardless of the gender, marital status or sexual orientation of the parent.  Closing Date/Time: 5/4/2024 11:59 PM Pacific
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        DESCRIPTION    THE COMMUNITY    Ideally located on the Pacific Ocean south of Los Angeles, adjacent to Orange County, the City of Long Beach, California (population 470,000) is frequently described as a series of strong, diverse interwoven smaller communities within a large city. Enjoying an ideal Southern California climate, Long Beach is home to an abundance of cultural and recreational options. The Long Beach Convention Center, Aquarium of the Pacific, Queen Mary, and the annual Acura Grand Prix of Long Beach, plus a wide variety of other attractions (two historic ranchos, three marinas, and five golf courses), serve to draw 6.5 million visitors a year. The City is also home to California State University, Long Beach, and Long Beach City College. Cal State Long Beach is the second largest university in the state and was recently ranked the No. 3 best-value public college in the nation. Covering approximately 50 square miles, Long Beach is supported by a wide mix of industries with education, health and social services, manufacturing, retail trade, and professional services comprising the highest representation. Known for its livable and desirable neighborhoods, Long Beach was named by America’s Promise Alliance as one of the 100 Best Communities for Young People two years in a row. While it offers all the amenities of a large metropolis, many say Long Beach offers the added benefit of having maintained a strong sense of community and cohesiveness despite its growth. A superb climate, quality schools, a vibrant downtown, and a wide variety of neighborhoods help make Long Beach one of the most livable communities in the country.     CITY GOVERNMENT   Long Beach, a charter city formed in 1897, is governed by nine City Council Members elected by district and a city-wide elected Mayor. Other elected officials include the City Attorney, City Auditor, and City Prosecutor. The elected officials are elected to staggered four-year terms. The City Council appoints the City Manager and City Clerk. The City Manager is responsible for the efficient administration of all City departments, excluding those under the direction of a separately elected official, Board or Commission. Long Beach is one of only three cities in California with its own Health Department and one of the very few municipalities with its own Utilities Department (Water and Gas) and Energy Resources Departments. The City is supported by a FY 2024 total budget of approximately $3.3 billion with a General Fund budget of $719 million. More than 6,000 full and part-time employees support municipal operations with the vast majority being represented by twelve employee associations. To learn more about the City of Long Beach, go to: www.longbeach.gov .   DEPARTMENT OF DISASTER PREPAREDNESS AND EMERGENCY COMMUNICATIONS  The Department of Disaster Preparedness and Emergency Communications has 91 employees, including the City’s 9-1-1 Dispatchers, with a budget of $14.4 million. The Disaster Preparedness Bureau is one of three bureaus in the Department, and consists of a Disaster Preparedness Officer, Disaster Preparedness Analyst, and Disaster Preparedness Intern. The Disaster Preparedness Officer is a member of the Department’s management team, reporting directly to the Director, and is responsible for the oversight of the bureau’s $1.2 million operating budget.  EXAMPLES OF DUTIES   THE POSITION  The City of Long Beach is seeking an exceptional candidate to serve as its next Disaster Preparedness Officer. The Disaster Preparedness Officer is an at-will management position reporting directly to the Director of Disaster Preparedness and Emergency Communications. As part of the City’s continuum of public safety, this position is responsible for the efficient and effective management of emergency operations within the City of Long Beach. The position directly supervises a Disaster Preparedness Analyst and Intern. The Disaster Preparedness Officer generally works during normal business hours, but may be required to work nights, weekends, and extended hours, or be on call when necessary.  Specific duties include:   Work to mitigate, plan for, respond to and recover from disasters or emergencies in accordance with Federal Emergency Management Agency (FEMA) guidelines  Maintain citywide emergency plans, including the Emergency Operations   Plan and Hazard Mitigation Plan Ensure the readiness of the City’s Emergency Operations Center  Coordinate emergency response and recovery efforts across City departments and outside agencies in accordance with the Incident Command System (ICS)  Provide oversight for Homeland Security Grant funded projects, training and equipment procurement  Educate and train City employees, community partner organizations and the public on disaster preparedness   Serve as Disaster Management Area Coordinator (DMAC) for the Los Angeles County Area F group  Develop tools and identify resources to support the overall preparedness of the residents and staff of the City of Long Beach   THE IDEAL CANDIDATE  The ideal candidate will be a mission-driven leader who demonstrates excellent proficiencies in organizational and administrative skills, written and verbal communication, project management, budget oversight and grant-funded program administration. As an experienced leader, the preferred candidate will be a strong manager who trains and leads by example. The candidate should be knowledgeable of the roles and purpose of federal, state and local agencies involved in emergency management planning and response, and possess experience in writing and maintaining plans for multi-hazard and disaster response. The candidate should be capable of coordinating, updating and maintaining the functions of an Emergency Operations Center; responding to a potential or existing disaster within the ICS structure; and, utilizing systems related to emergency planning and communications, crisis management tools, mass notification systems, emergency alert systems and auxiliary communications services. The candidate should have prepared and presented emergency preparedness and response trainings and presentations to a wide variety of audiences, including public safety personnel, disaster service workers, volunteers, community members and local officials.   REQUIREMENTS TO FILE  The Department of Disaster Preparedness and Emergency Communications invites candidates to apply who meet the following minimum requirements:    A bachelor’s degree from an accredited four-year college or university in a field closely related to Emergency Management.  Three (3) years of full-time paid experience in emergency management. One (1) year of which served as experience in a supervisory or lead capacity.   Valid Driver’s License.   Proof of education is required at the time of application submittal.    DESIRABLE QUALIFICATIONS   One (1) year of experience in emergency operations programs for a government agency or large company developing and implementing an emergency plan for large-scale disasters is preferred.  Completion of the Federal Incident Command System (ICS) emergency management coursework is preferred.   The professional attributes that best describe the new Disaster Preparedness Officer:  Highly organized professional  Participative and inclusive management style   Accountable, takes ownership  Leader, positive example to others   Results-oriented  Direct communicator with superior interpersonal skills   Ethical with a high level of integrity  Embrace ideas and contributions from others   Dedicated to quality customer service  Creative, strategic thinker  Strong project management / technical skills   Exercises good judgment    SELECTION PROCEDURE  This recruitment will close at  11:59 p.m. on Saturday, May 4, 2024 . To be considered for this opportunity, applicants must submit an online application, including a resume and cover letter that reflect the scope and level of their current/most recent positions and responsibilities, and proof of education (degree or transcript). Candidates must also complete the online supplemental questionnaire. Online applications can be filed at www.longbeach.gov/jobs.  Following the close of filing, applications will be reviewed and those candidates determined to be the best qualified will be invited to participate in the selection process, which will include an oral interview by a selection panel. The selected candidate will be required to undergo a thorough background and reference check. Incomplete applications or candidates who clearly do not meet the minimum requirements of the position will not be considered.    The City of Long Beach is an  Equal Opportunity Employer . We value and encourage diversity in our workforce. The City of Long Beach is committed to creating a workplace where every employee is valued for who they are. Having our workforce reflect the diversity of our community at various levels of the organization is a continuous goal embraced by our departments, management staff, and policymakers. To support efforts of fairness and diversity, City Leadership is committed to incorporating equity and inclusion into our work by supporting staff and community partners. We are committed to promoting transparency by publishing updated demographic information for employees, including workforce diversity data and pay by race and gender.  The City of Long Beach will consider qualified applicants with a criminal history pursuant to the  California Fair Chance Act.  You are not required to disclose your criminal history or participate in a background check until you receive a conditional job offer. If the City of Long Beach has concerns about a conviction that is directly related to the job after making a conditional job offer and conducting a background check, you will have the opportunity to explain the circumstances surrounding the conviction, provide evidence to mitigate concerns, or challenge the accuracy of the background report. Find out more about the Fair Chance Act by visiting https://calcivilrights.ca.gov/fair-chance-act .  The City of Long Beach intends to provide reasonable accommodations in accordance with the Americans with Disabilities Act of 1990. If a special accommodation is desired, or if you would like to request this information in an alternative format, please call (562) 570-7915.    For technical support with your governmentjobs.com application, please contact (855) 524-5627.  The City of Long Beach offers its employees opportunities to grow personally and professionally.As a permanent employee, you are eligible to receive fringe benefits that include:   Retirement: California Public Employees' Retirement System (PERS) defined benefit retirement plan, which is coordinated with Social Security. The benefit is 2.5% or 2.7% (depending on hire date) @55 for "Classic" members and 2% @62 for new members as defined by PEPRA, subject to the compensation limitations set by PERS. Both the City and the employee contributes toward CalPERS retirement contributions. The city also participates in Social Security.   Health and Dental Insurance: The City offers the choice of HMO and PPO plans. The city pays major portion of the premium for employee and dependents depending on the health/ dental plan selected.   Life Insurance: City-paid term life insurance policy equal to three (3) times annual salary to a maximum of $500,000.   Disability Insurance: City-paid short-term and long-term disability insurance.   Management Physical: Annual City-paid physical examination.   Vacation: Twelve (12) vacation days after the first year of service; 15 days after four years, six months of service; 20 days after 19 years, six months of service.   Executive Leave: Forty (40) hours Executive Leave per year. The City Manager has discretion to grant an additional 40 hours each year.   Sick Leave : One day earned per month; unlimited accumulation; conversion upon retirement to cash credit toward health and/or dental insurance premiums, or to pension credits.   Holidays: Eleven (11) designated holidays per year, plus four personal holidays to be used at the employee's discretion.   Transportation Allowance: Monthly allowance is allocated by classifications below;   Department Head $650.00   Deputy Director/Manager/Director (Harbor/Utilities) $550.00   Division Officer/Superintendent/ Chief of Staff / Administrator / Principal DCA $450.00   Assistant to Executive / Executive Assistant / Executive Secretary/ Executive Support Staff $300.00   Deferred Compensation Plan: Optional for employee contribution to a supplementary retirement savings program available through Mission Square Retirement formerly ICMA-RC Retirement Corporation).   Classic CalPERS Members: The City will contribute a maximum of up to two percent (2%) of base salary* for all qualified Classic CalPERS members.   Public Employees’ Pension Reform Act (PEPRA) CalPERS Members: Effective the second full pay period following City Council adoption, the City contribution will increase from two percent (2%) to three percent (3%) of base salary* for all qualified PEPRA CalPERS members.   Flexible Spending Account (FSA): Optional election for employees to reduce taxable income for payment of allowable childcare or medical expenses.   Flexible/Hybrid Work Schedule: Available (subject to City Manager approval).   Paid Parental Leave:  The City provides one hundred and sixty (160) hours of Paid Parental Leave at 100% of salary, for the birth, adoption or foster placement of a child, regardless of the gender, marital status or sexual orientation of the parent.  Closing Date/Time: 5/4/2024 11:59 PM Pacific
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            Introduction  Placer County is comprised of over 1,400 square miles of beautiful and diverse geography, ranging from the residential and commercial areas of South Placer, through the historic foothill areas of Auburn, Foresthill, and Colfax, and to the County's jewel of the North Lake Tahoe basin. Placer is a great place to live, work, play, and learn! For more information about Placer County, please visit  www.placer.ca.gov .   Applications received by 5:00 PM on Friday, March 15, 2024 will be scheduled to take the online examination tentatively scheduled for the week of April 1, 2024.  POSITION INFORMATION  This classification is scheduled to receive a general wage increase of 4% in July 2024.                           The current vacancies are Temporary/Extra Help assignments. Temporary/Extra-help assignments are limited to 28 hours per week with a cap of 999 hours or 960 hours for CalPERS retired annuitants in a fiscal year and are not eligible for benefits. Extra-help appointments made from this eligible list may transition to permanent status, should vacancies arise.   DEFINITION  To provide for the care and custody of incarcerated juveniles in county institutions; and to provide counseling on an occasional basis to juvenile wards.  DISTINGUISHING CHARACTERISTICS  This is the entry level class in the Deputy Probation Officer - Institution series.   Incumbents work within the juvenile facility setting in any capacity for which they are properly trained and are expected to become fully trained in all aspects of institutional work. This class is distinguished from Probation Assistant in that the latter class performs technical work which does not require completion of Core training and Probation Assistant cannot assume sole responsibility for supervision of juveniles. This class is flexibly allocated with Deputy Probation Officer II - Institution.  SUPERVISION RECEIVED AND EXERCISED  Receives immediate to general supervision from a Supervising or Senior Deputy Probation Officer - Institution; may receive technical and functional supervision from a Deputy Probation Officer II - Institution. Following completion of required Title 15 training, the incumbent may perform direct supervision of juveniles alone.  EXAMPLES OF ESSENTIAL DUTIES  Duties may include, but are not limited to, the following:    Organize and supervise a group of delinquent and/or emotionally disturbed juveniles on a shift in recreational, work, and study activities, including meals, personal hygiene, athletics, and housekeeping chores; confer with supervisory personnel regarding medical problems, etc.      Maintain security and safety of juveniles and staff; employ prescribed security measures while directing youths in their daily routine; handle routine disciplinary problems.      Make frequent security checks of assigned areas in the facility to safeguard the juveniles, building, and equipment against disturbances, fires, and other hazards.      Admit and release juveniles upon proper authority; book juveniles; make detention decisions.      Conduct individual and group crisis counseling to modify anti-social behavior and aid detainees in making proper adjustments to the detention situation; counsel juveniles and families in an attempt to create a constructive group social atmosphere.      May assist with the development of a treatment plan for detained children.      Communicate with parents, probation officers, police, or other individuals as required.      Keep and maintain records; prepare reports; may perform various clerical duties, such as typing and posting of booking records.     Escort and transport adults and juveniles to a variety of locations, including court appearances within the County and in other states.      Search minors for weapons, contraband, or narcotics.      Serve meals.     Participate in group and individual in-service training programs.      Perform related duties as required.        MINIMUM QUALIFICATIONS   Experience and Training:    Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:    Experience:  No experience is required.    Training:  An Associate of Arts degree or equivalent (completion of 60 units at an accredited college, with at least 9 units in the behavioral sciences). Experience as a group or youth counselor, or other paid, full-time experience in related juvenile work may be substituted on a year-for-year basis for the required education.     Required License or Certificate:       Must successfully complete Section 832 Penal Code Training (Search and Seizure) within 90 days from date of hire.      Must successfully complete the Basic Juvenile Institutions Course certified by the Board of State and Community Corrections (BSCC) within one year from date of hire.      Must successfully complete First Aid and Cardiopulmonary Resuscitation (CPR) within one year of date of hire.       Must maintain valid First Aid and CPR certificates.      May need to possess a valid driver’s license as required by the position.  Proof of adequate vehicle insurance and medical clearance may also be required.      Possession of, or ability to obtain, a valid Class B driver’s license, or the equivalent, may be required depending on the particular assignment.         Special Requirements:       Employees in this classification are peace officers as defined by section 830.5 of the Penal Code and must satisfy the State of California criteria for peace officer status.      Must meet minimum standards required for Peace Officers as set forth in Section 1029 and 1031 of the Government Code.      Must meet the Board of State and Community Corrections (BSCC) standards in Title 15, Sections 130-132.      Must pass a background investigation.      Must meet physical standards established for County Safety employees, including a psychological examination that qualifies candidates to carry firearms.      May be required to qualify for use of a firearm when assigned to transportation positions.        KNOWLEDGE, SKILLS, AND ABILITIES   Knowledge of:      Criminal justice structure and system.      Human behavior.      Principles and theory of criminal justice and rehabilitation as applied to criminal offenders including juveniles.      Problems involved in handling juveniles under restraint.      English usage, spelling, grammar, and punctuation.      Report writing.          Ability to:        Learn to maintain security and safety of incarcerated juveniles within an institutional setting.      On an intermittent basis, analyze individual behavior and social systems; identify potential problems among clients; interpret and understand human behavior; explain procedures and policies to inmates; problem solve situations by mediating disputes; know routine safety and security measures.  Continuously observe wards and adults under supervision and remember past behavior and medications.      On an intermittent basis, sit while preparing reports or counseling juveniles; walk to supervise wards within the institutions; stand, bend, and squat to book juveniles into the facility or perform searches; kneel to restrain a juvenile; climb in situations of pursuit; manage physical confrontations when individuals become physically abusive; use fine hand manipulation for handcuffs, weapons, and computer use; visual, auditory, and sense of smell needed for supervision of incarcerated juvenile; physically restrain juvenile and adult inmates; and lift very heavy weight.      Learn to apply restraints, handcuffs, and shackles.      Perform arrest, search, and seizure activities safely and within the confines of the law.      Learn Departmental computer system and operation.      Read and apply court orders.      Exercise good judgment and make sound decisions under a variety of conditions.      Inspire confidence and gain the respect of juvenile wards and adult program participants .      Work effectively in difficult situations.      Lift and carry a person in the event of an emergency.      Act quickly and calmly in emergency situations.      Communicate effectively, both orally and in writing.      Establish and maintain effective working relationships with those contacted in the course of work.      Be sensitive to various cultural and ethnic groups present in the community.      Maintain good physical, emotional, and mental condition to satisfactorily perform the functions of the position.        SELECTION PROCEDURE  Online Examination (100%)     The online examination will consist of the Board of State and Community Corrections (BSCC) Selection Exam for Local Corrections.  Q ualified candidates will receive a notification via email when the examination is available.   To locate the Candidate Orientation Booklet for this exam, which includes example questions,   please click here  .   Note: Applicants who have already taken the BSCC Selection Exam for Local Corrections  within twelve (12) months of their scheduled testing date  may attach their official score report notice (including agency name, exam name, exam date, and exam scores) to their application materials to forward their scores to Placer County.     The online examination has been tentatively scheduled for the following:       Week of April 1, 2024       Week of June 3, 2024       Week of August 5, 2024       Week of September 30, 2024       Week of December 2, 2024         CONDITION OF EMPLOYMENT  Prior to the date of hire, applicants must undergo a fingerprint test by the Department of Justice, pass a medical examination (which may include a drug screening and possibly a psychological evaluation), sign a constitutional oath, and submit proof of U.S. citizenship or legal right to remain and work in the U.S.  For some positions, applicants may also be required to submit proof of age, undergo a background investigation (which may include a voice stress analysis and/or a polygraph), and/or be bonded. Additionally, positions in law enforcement classifications and those supporting law enforcement functions will be required to complete a conviction history questionnaire prior to or during the interview process. Applicants for positions with access to Medi-Cal billing software or who are licensed providers must clear the Federal Exclusion List, credentialing, and social security verification. Failure to clear these requirements may result in an employment offer being withdrawn.   SUBSTITUTE LISTS  The eligible list resulting from this recruitment may be certified as a substitute list for a substantially similar classification. For this purpose, a substantially similar classification is one at a lower level in the same classification (example: entry level vs. journey level) and/or a similar classification (similar work performed, similar training and experience qualifications required). If you are contacted for an interview by a County department, you will be informed of the classification and other relevant information. If you choose not to interview for a substantially similar classification, you will remain on the eligible list for which you originally applied.  EMPLOYEES OF OTHER PUBLIC AGENCIES  Placer County offers an expedited process for qualifying certain applicants for interviews. Candidates currently employed, or employed within the last year, by a public agency operating under a personnel civil service or merit system may be eligible to be placed on a Public Agency Eligible List and certified as eligible for appointment to a similar job assignment without going through the examination process. For more information on the Public Agency Eligible List, to download forms, or to apply, please click  here .  EQUAL OPPORTUNITY EMPLOYER  Thank you for your interest in employment with Placer County. Placer County is an equal opportunity employer and is committed to an active nondiscrimination program. It is the stated policy of Placer County that harassment, discrimination, and retaliation are prohibited and that all employees, applicants, agents, contractors, and interns/volunteers shall receive equal consideration and treatment. All terms and conditions of employment, including but not limited to recruitment, hiring, transfer, and promotion will be based on the qualifications of the individual for the positions being filled regardless of gender (including gender identity and expression), sexual orientation, race (including traits historically associated with race, including, but not limited to, hair texture and protective hairstyles such as braids, locks, and twists), color, ancestry, religion (including creed and belief), national origin, citizenship, physical disability (including HIV and AIDS), mental disability, medical condition (including cancer or genetic characteristics/information), age (40 or over),  marital status, military and/or veteran status, sex (including parental status, pregnancy, childbirth, breastfeeding, and related medical conditions), reproductive health decision making, political orientation, or any other classification protected by federal, state, or local law. Please contact the Human Resources Department at least 5 working days before a scheduled examination if you require accommodation in the examination process. Medical disability verification may be required prior to accommodation.  Conclusion  For questions regarding this recruitment, please contact Lindsay Baer, Administrative Technician, at lbaer@placer.ca.gov or (530) 886-4667.  Closing Date/Time: Continuous
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        Introduction  Placer County is comprised of over 1,400 square miles of beautiful and diverse geography, ranging from the residential and commercial areas of South Placer, through the historic foothill areas of Auburn, Foresthill, and Colfax, and to the County's jewel of the North Lake Tahoe basin. Placer is a great place to live, work, play, and learn! For more information about Placer County, please visit  www.placer.ca.gov .   Applications received by 5:00 PM on Friday, March 15, 2024 will be scheduled to take the online examination tentatively scheduled for the week of April 1, 2024.  POSITION INFORMATION  This classification is scheduled to receive a general wage increase of 4% in July 2024.                           The current vacancies are Temporary/Extra Help assignments. Temporary/Extra-help assignments are limited to 28 hours per week with a cap of 999 hours or 960 hours for CalPERS retired annuitants in a fiscal year and are not eligible for benefits. Extra-help appointments made from this eligible list may transition to permanent status, should vacancies arise.   DEFINITION  To provide for the care and custody of incarcerated juveniles in county institutions; and to provide counseling on an occasional basis to juvenile wards.  DISTINGUISHING CHARACTERISTICS  This is the entry level class in the Deputy Probation Officer - Institution series.   Incumbents work within the juvenile facility setting in any capacity for which they are properly trained and are expected to become fully trained in all aspects of institutional work. This class is distinguished from Probation Assistant in that the latter class performs technical work which does not require completion of Core training and Probation Assistant cannot assume sole responsibility for supervision of juveniles. This class is flexibly allocated with Deputy Probation Officer II - Institution.  SUPERVISION RECEIVED AND EXERCISED  Receives immediate to general supervision from a Supervising or Senior Deputy Probation Officer - Institution; may receive technical and functional supervision from a Deputy Probation Officer II - Institution. Following completion of required Title 15 training, the incumbent may perform direct supervision of juveniles alone.  EXAMPLES OF ESSENTIAL DUTIES  Duties may include, but are not limited to, the following:    Organize and supervise a group of delinquent and/or emotionally disturbed juveniles on a shift in recreational, work, and study activities, including meals, personal hygiene, athletics, and housekeeping chores; confer with supervisory personnel regarding medical problems, etc.      Maintain security and safety of juveniles and staff; employ prescribed security measures while directing youths in their daily routine; handle routine disciplinary problems.      Make frequent security checks of assigned areas in the facility to safeguard the juveniles, building, and equipment against disturbances, fires, and other hazards.      Admit and release juveniles upon proper authority; book juveniles; make detention decisions.      Conduct individual and group crisis counseling to modify anti-social behavior and aid detainees in making proper adjustments to the detention situation; counsel juveniles and families in an attempt to create a constructive group social atmosphere.      May assist with the development of a treatment plan for detained children.      Communicate with parents, probation officers, police, or other individuals as required.      Keep and maintain records; prepare reports; may perform various clerical duties, such as typing and posting of booking records.     Escort and transport adults and juveniles to a variety of locations, including court appearances within the County and in other states.      Search minors for weapons, contraband, or narcotics.      Serve meals.     Participate in group and individual in-service training programs.      Perform related duties as required.        MINIMUM QUALIFICATIONS   Experience and Training:    Any combination of experience and training that would provide the required knowledge and abilities is qualifying.  A typical way to obtain the required knowledge and abilities would be:    Experience:  No experience is required.    Training:  An Associate of Arts degree or equivalent (completion of 60 units at an accredited college, with at least 9 units in the behavioral sciences). Experience as a group or youth counselor, or other paid, full-time experience in related juvenile work may be substituted on a year-for-year basis for the required education.     Required License or Certificate:       Must successfully complete Section 832 Penal Code Training (Search and Seizure) within 90 days from date of hire.      Must successfully complete the Basic Juvenile Institutions Course certified by the Board of State and Community Corrections (BSCC) within one year from date of hire.      Must successfully complete First Aid and Cardiopulmonary Resuscitation (CPR) within one year of date of hire.       Must maintain valid First Aid and CPR certificates.      May need to possess a valid driver’s license as required by the position.  Proof of adequate vehicle insurance and medical clearance may also be required.      Possession of, or ability to obtain, a valid Class B driver’s license, or the equivalent, may be required depending on the particular assignment.         Special Requirements:       Employees in this classification are peace officers as defined by section 830.5 of the Penal Code and must satisfy the State of California criteria for peace officer status.      Must meet minimum standards required for Peace Officers as set forth in Section 1029 and 1031 of the Government Code.      Must meet the Board of State and Community Corrections (BSCC) standards in Title 15, Sections 130-132.      Must pass a background investigation.      Must meet physical standards established for County Safety employees, including a psychological examination that qualifies candidates to carry firearms.      May be required to qualify for use of a firearm when assigned to transportation positions.        KNOWLEDGE, SKILLS, AND ABILITIES   Knowledge of:      Criminal justice structure and system.      Human behavior.      Principles and theory of criminal justice and rehabilitation as applied to criminal offenders including juveniles.      Problems involved in handling juveniles under restraint.      English usage, spelling, grammar, and punctuation.      Report writing.          Ability to:        Learn to maintain security and safety of incarcerated juveniles within an institutional setting.      On an intermittent basis, analyze individual behavior and social systems; identify potential problems among clients; interpret and understand human behavior; explain procedures and policies to inmates; problem solve situations by mediating disputes; know routine safety and security measures.  Continuously observe wards and adults under supervision and remember past behavior and medications.      On an intermittent basis, sit while preparing reports or counseling juveniles; walk to supervise wards within the institutions; stand, bend, and squat to book juveniles into the facility or perform searches; kneel to restrain a juvenile; climb in situations of pursuit; manage physical confrontations when individuals become physically abusive; use fine hand manipulation for handcuffs, weapons, and computer use; visual, auditory, and sense of smell needed for supervision of incarcerated juvenile; physically restrain juvenile and adult inmates; and lift very heavy weight.      Learn to apply restraints, handcuffs, and shackles.      Perform arrest, search, and seizure activities safely and within the confines of the law.      Learn Departmental computer system and operation.      Read and apply court orders.      Exercise good judgment and make sound decisions under a variety of conditions.      Inspire confidence and gain the respect of juvenile wards and adult program participants .      Work effectively in difficult situations.      Lift and carry a person in the event of an emergency.      Act quickly and calmly in emergency situations.      Communicate effectively, both orally and in writing.      Establish and maintain effective working relationships with those contacted in the course of work.      Be sensitive to various cultural and ethnic groups present in the community.      Maintain good physical, emotional, and mental condition to satisfactorily perform the functions of the position.        SELECTION PROCEDURE  Online Examination (100%)     The online examination will consist of the Board of State and Community Corrections (BSCC) Selection Exam for Local Corrections.  Q ualified candidates will receive a notification via email when the examination is available.   To locate the Candidate Orientation Booklet for this exam, which includes example questions,   please click here  .   Note: Applicants who have already taken the BSCC Selection Exam for Local Corrections  within twelve (12) months of their scheduled testing date  may attach their official score report notice (including agency name, exam name, exam date, and exam scores) to their application materials to forward their scores to Placer County.     The online examination has been tentatively scheduled for the following:       Week of April 1, 2024       Week of June 3, 2024       Week of August 5, 2024       Week of September 30, 2024       Week of December 2, 2024         CONDITION OF EMPLOYMENT  Prior to the date of hire, applicants must undergo a fingerprint test by the Department of Justice, pass a medical examination (which may include a drug screening and possibly a psychological evaluation), sign a constitutional oath, and submit proof of U.S. citizenship or legal right to remain and work in the U.S.  For some positions, applicants may also be required to submit proof of age, undergo a background investigation (which may include a voice stress analysis and/or a polygraph), and/or be bonded. Additionally, positions in law enforcement classifications and those supporting law enforcement functions will be required to complete a conviction history questionnaire prior to or during the interview process. Applicants for positions with access to Medi-Cal billing software or who are licensed providers must clear the Federal Exclusion List, credentialing, and social security verification. Failure to clear these requirements may result in an employment offer being withdrawn.   SUBSTITUTE LISTS  The eligible list resulting from this recruitment may be certified as a substitute list for a substantially similar classification. For this purpose, a substantially similar classification is one at a lower level in the same classification (example: entry level vs. journey level) and/or a similar classification (similar work performed, similar training and experience qualifications required). If you are contacted for an interview by a County department, you will be informed of the classification and other relevant information. If you choose not to interview for a substantially similar classification, you will remain on the eligible list for which you originally applied.  EMPLOYEES OF OTHER PUBLIC AGENCIES  Placer County offers an expedited process for qualifying certain applicants for interviews. Candidates currently employed, or employed within the last year, by a public agency operating under a personnel civil service or merit system may be eligible to be placed on a Public Agency Eligible List and certified as eligible for appointment to a similar job assignment without going through the examination process. For more information on the Public Agency Eligible List, to download forms, or to apply, please click  here .  EQUAL OPPORTUNITY EMPLOYER  Thank you for your interest in employment with Placer County. Placer County is an equal opportunity employer and is committed to an active nondiscrimination program. It is the stated policy of Placer County that harassment, discrimination, and retaliation are prohibited and that all employees, applicants, agents, contractors, and interns/volunteers shall receive equal consideration and treatment. All terms and conditions of employment, including but not limited to recruitment, hiring, transfer, and promotion will be based on the qualifications of the individual for the positions being filled regardless of gender (including gender identity and expression), sexual orientation, race (including traits historically associated with race, including, but not limited to, hair texture and protective hairstyles such as braids, locks, and twists), color, ancestry, religion (including creed and belief), national origin, citizenship, physical disability (including HIV and AIDS), mental disability, medical condition (including cancer or genetic characteristics/information), age (40 or over),  marital status, military and/or veteran status, sex (including parental status, pregnancy, childbirth, breastfeeding, and related medical conditions), reproductive health decision making, political orientation, or any other classification protected by federal, state, or local law. Please contact the Human Resources Department at least 5 working days before a scheduled examination if you require accommodation in the examination process. Medical disability verification may be required prior to accommodation.  Conclusion  For questions regarding this recruitment, please contact Lindsay Baer, Administrative Technician, at lbaer@placer.ca.gov or (530) 886-4667.  Closing Date/Time: Continuous
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            Introduction   *This position is represented by the SEIU bargaining unit and will receive salary increases based on the following schedule for a total of 12% through July 2025:       Effective July 2024 - 4% Cost of Living Adjustment increase       Effective July 2025 - 3% Cost of Living Adjustment increase     This recruitment is being conducted to fill (3) full-time  DA Investigative Assistant I  opportunity in the San Joaquin County District Attorney's Office and to establish an eligible list which may be used to fill future vacancies.     District Attorney Investigative Assistant I is the first level in the Investigative Assistant series. Incumbents are responsible for locating witnesses, serving subpoenas for witnesses in criminal cases and for learning other routine aspects of investigations. Incumbents may be required to work irregular shifts.     Pre-Employment Drug Screening and Background:   Potential new hires into this classification are required to successfully pass a pre-employment drug screen and a background investigation as a condition of employment. Final appointment cannot be made unless the eligible has passed the drug screen and successfully completed the background process. The County pays for the initial drug screen.    Resumes will not be accepted in lieu of an application. A completed application packet must be postmarked or received online by the final filing deadline.      NOTE: All correspondences relating to this recruitment will be delivered via e-mail. The e-mail account used will be the one provided on your employment application during time of submittal. Please be sure to check your e-mail often for updates. If you do not have an e-mail account on file, Human Resources will send you correspondences via US Mail.    TYPICAL DUTIES     Locates witnesses using a variety of methods; serves subpoenas for appearance in court as a State's witness; coordinates transportation of witnesses.          Interviews employers, families, neighbors and others to secure information regarding the location of witnesses.          Testifies in court as to measures taken to locate witnesses; gives evidence that witnesses are not available; maintains contact with prosecuting attorneys during court sessions in order to serve subpoenas for additional witnesses and locate and bring witnesses to court.          Maintains records of subpoenas served and reports of activities and workload.          Delivers evidence to laboratories; transports documents and other items; maintains chain of custody.          Photographs crime scenes; prepares crime scene diagrams; assists attorneys in preparation of exhibits.          Assists District Attorney investigators in the investigation of less complex criminal cases; participates in other non-peace officer functions of the Investigative Unit.         MINIMUM QUALIFICATIONS    EITHER I       Experience   : One year of law enforcement, investigative, or related work.     OR II       Education   : Completion of 60 semester units from an accredited college or university with emphasis in administration of justice, social or behavioral science, public or business administration, or related field.    Experience   : Either 1)One year experience of process serving, or collections work, which required the locating, and interviewing of individuals; or 2)Two years legal clerical experience including preparation of legal documents.    Substitution   : Additional qualifying experience may substitute for the education on a year for year basis.     AND       License   :  Possession of a valid California driver’s license.   KNOWLEDGE  Basic interviewing techniques; human behavior; sources of information used in locating persons; general legal procedures and terminology relating to criminal investigations.  ABILITY  Learn, interpret, and apply provisions of the laws applicable to criminal investigations; obtain, analyze and evaluate statements and other information; read and interpret job related materials; evaluate situations and people accurately and adopt effective courses of action; communicate effectively, orally and in writing; establish effective working relationships with others.  PHYSICAL/MENTAL REQUIREMENTS    Mobility  -Ability to sit or stand for long periods, move about an office, perform field work; reach above and below desk level;   Dexterity  -Sufficient to operate a key board; handle individual papers; write and take notes;  Lifting  -Occasional lifting of papers, files, equipment and material weighing up to 25 pounds;   Visual Requirements  -Ability read case files and computer screens and do close-up work;   Hearing/Talking  -Ability to hear normal and faint speech, hear on the telephone and radio, talk in person, and talk on the telephone and radio;   Emotional/Psychological Factors  -Exposed to trauma and grief; exposure to hostile individuals ; frequent public contact; ability to make decisions and concentrate, ability to work nights and overtime.  Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented bySEIU Local 1021 .      Health Insurance :    San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :    The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.       Life Insurance :   The County provides eligible employees with life insurance coverage as follows:      1 but less than 3 years of continuous service:  $1,000  3 but less than 5 years of continuous service:  $3,000  5 but less than 10 years of continuous service:  $5,000  10 years of continuous service or more:   $10,000      Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   :The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $18,000 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $24,000.The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   :  Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals,use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of qualifying family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:    The County contributes up to $20 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures  Applicants who meet the minimum qualifications will go through the following examination process:      Written Exam : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam : If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out : A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.      Note: The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.    OnlineWritten Exams : Written exams may be administered online. Candidates will be notified of the examination date and will be responsible to complete the written exam within a given period of time (typically within five calendar days). Candidates are required to read the Online Exam Guide for Test Takers prior to taking an online written exam.  The link to the guide is here: Online Exam Guide For Test Takers   PLEASE NOTE:     Online exams must be completed in one sitting and can only be taken once       Candidates will have access to an online exam within the allotted time only       A steady internet connection is highly recommended       The allotted time will still continue if a candidate closes the window or gets disconnected       Once the allotted time expires, access to the exam will be unavailable       Microsoft is no longer supporting Internet Explorer . Therefore, it is recommended that candidates do not use Internet Explorer to complete online written exams.   Candidates that do not have access to a computer can contact the Human Resources office at (209)468-3370 for information on accommodations.   Testing Accommodation : Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.    Veteran’s Points : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.Note: A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.   Acceptable wartime service dates:     September 16, 1940 to December 31, 1946     June 27, 1950 to January 31, 1955     August 5, 1964 to May 7, 1975     Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.        Eligible Lists : Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.    Certification/Referral :Names from the eligible list will be referred to the hiring department by the following methods.      Rule of the Rank :The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.        Rule of Five : The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Physical Exam :Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.    Pre-Employment Drug Screening Exam : Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.    Employment of Relatives :Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     They are related to the Appointing Authority or     The employment would result in one of them supervising the work of the other.       Department Head may establish additional limitations on the hiring of relatives by departmental rule.    Proof of Eligibility :If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.  HOW TO APPLY    Apply Online:       www.sjgov.org/department/hr      By mail or in person:       San Joaquin County Human Resources     44 N. San Joaquin Street Suite 330     Stockton, CA 95202     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.       When a final filing date is indicated, applications must be filed with the Human Resources Division before 5:00 p.m. or postmarked by the final filing date. Resumes will not be accepted in lieu of an application. Applications sent through county inter-office mail, which are not received by the final filing date, will not be accepted. ( The County assumes no responsibility for mailed applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       Equal Opportunity Employer  : San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to   www.sjgov.org/department/hr/eeo   .       Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: Open Until Filled
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        Introduction   *This position is represented by the SEIU bargaining unit and will receive salary increases based on the following schedule for a total of 12% through July 2025:       Effective July 2024 - 4% Cost of Living Adjustment increase       Effective July 2025 - 3% Cost of Living Adjustment increase     This recruitment is being conducted to fill (3) full-time  DA Investigative Assistant I  opportunity in the San Joaquin County District Attorney's Office and to establish an eligible list which may be used to fill future vacancies.     District Attorney Investigative Assistant I is the first level in the Investigative Assistant series. Incumbents are responsible for locating witnesses, serving subpoenas for witnesses in criminal cases and for learning other routine aspects of investigations. Incumbents may be required to work irregular shifts.     Pre-Employment Drug Screening and Background:   Potential new hires into this classification are required to successfully pass a pre-employment drug screen and a background investigation as a condition of employment. Final appointment cannot be made unless the eligible has passed the drug screen and successfully completed the background process. The County pays for the initial drug screen.    Resumes will not be accepted in lieu of an application. A completed application packet must be postmarked or received online by the final filing deadline.      NOTE: All correspondences relating to this recruitment will be delivered via e-mail. The e-mail account used will be the one provided on your employment application during time of submittal. Please be sure to check your e-mail often for updates. If you do not have an e-mail account on file, Human Resources will send you correspondences via US Mail.    TYPICAL DUTIES     Locates witnesses using a variety of methods; serves subpoenas for appearance in court as a State's witness; coordinates transportation of witnesses.          Interviews employers, families, neighbors and others to secure information regarding the location of witnesses.          Testifies in court as to measures taken to locate witnesses; gives evidence that witnesses are not available; maintains contact with prosecuting attorneys during court sessions in order to serve subpoenas for additional witnesses and locate and bring witnesses to court.          Maintains records of subpoenas served and reports of activities and workload.          Delivers evidence to laboratories; transports documents and other items; maintains chain of custody.          Photographs crime scenes; prepares crime scene diagrams; assists attorneys in preparation of exhibits.          Assists District Attorney investigators in the investigation of less complex criminal cases; participates in other non-peace officer functions of the Investigative Unit.         MINIMUM QUALIFICATIONS    EITHER I       Experience   : One year of law enforcement, investigative, or related work.     OR II       Education   : Completion of 60 semester units from an accredited college or university with emphasis in administration of justice, social or behavioral science, public or business administration, or related field.    Experience   : Either 1)One year experience of process serving, or collections work, which required the locating, and interviewing of individuals; or 2)Two years legal clerical experience including preparation of legal documents.    Substitution   : Additional qualifying experience may substitute for the education on a year for year basis.     AND       License   :  Possession of a valid California driver’s license.   KNOWLEDGE  Basic interviewing techniques; human behavior; sources of information used in locating persons; general legal procedures and terminology relating to criminal investigations.  ABILITY  Learn, interpret, and apply provisions of the laws applicable to criminal investigations; obtain, analyze and evaluate statements and other information; read and interpret job related materials; evaluate situations and people accurately and adopt effective courses of action; communicate effectively, orally and in writing; establish effective working relationships with others.  PHYSICAL/MENTAL REQUIREMENTS    Mobility  -Ability to sit or stand for long periods, move about an office, perform field work; reach above and below desk level;   Dexterity  -Sufficient to operate a key board; handle individual papers; write and take notes;  Lifting  -Occasional lifting of papers, files, equipment and material weighing up to 25 pounds;   Visual Requirements  -Ability read case files and computer screens and do close-up work;   Hearing/Talking  -Ability to hear normal and faint speech, hear on the telephone and radio, talk in person, and talk on the telephone and radio;   Emotional/Psychological Factors  -Exposed to trauma and grief; exposure to hostile individuals ; frequent public contact; ability to make decisions and concentrate, ability to work nights and overtime.  Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented bySEIU Local 1021 .      Health Insurance :    San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :    The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.       Life Insurance :   The County provides eligible employees with life insurance coverage as follows:      1 but less than 3 years of continuous service:  $1,000  3 but less than 5 years of continuous service:  $3,000  5 but less than 10 years of continuous service:  $5,000  10 years of continuous service or more:   $10,000      Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   :The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $18,000 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $24,000.The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   :  Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals,use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of qualifying family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:    The County contributes up to $20 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures  Applicants who meet the minimum qualifications will go through the following examination process:      Written Exam : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam : If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out : A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.      Note: The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.    OnlineWritten Exams : Written exams may be administered online. Candidates will be notified of the examination date and will be responsible to complete the written exam within a given period of time (typically within five calendar days). Candidates are required to read the Online Exam Guide for Test Takers prior to taking an online written exam.  The link to the guide is here: Online Exam Guide For Test Takers   PLEASE NOTE:     Online exams must be completed in one sitting and can only be taken once       Candidates will have access to an online exam within the allotted time only       A steady internet connection is highly recommended       The allotted time will still continue if a candidate closes the window or gets disconnected       Once the allotted time expires, access to the exam will be unavailable       Microsoft is no longer supporting Internet Explorer . Therefore, it is recommended that candidates do not use Internet Explorer to complete online written exams.   Candidates that do not have access to a computer can contact the Human Resources office at (209)468-3370 for information on accommodations.   Testing Accommodation : Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.    Veteran’s Points : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.Note: A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.   Acceptable wartime service dates:     September 16, 1940 to December 31, 1946     June 27, 1950 to January 31, 1955     August 5, 1964 to May 7, 1975     Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.        Eligible Lists : Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.    Certification/Referral :Names from the eligible list will be referred to the hiring department by the following methods.      Rule of the Rank :The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.        Rule of Five : The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Physical Exam :Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.    Pre-Employment Drug Screening Exam : Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.    Employment of Relatives :Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     They are related to the Appointing Authority or     The employment would result in one of them supervising the work of the other.       Department Head may establish additional limitations on the hiring of relatives by departmental rule.    Proof of Eligibility :If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.  HOW TO APPLY    Apply Online:       www.sjgov.org/department/hr      By mail or in person:       San Joaquin County Human Resources     44 N. San Joaquin Street Suite 330     Stockton, CA 95202     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.       When a final filing date is indicated, applications must be filed with the Human Resources Division before 5:00 p.m. or postmarked by the final filing date. Resumes will not be accepted in lieu of an application. Applications sent through county inter-office mail, which are not received by the final filing date, will not be accepted. ( The County assumes no responsibility for mailed applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       Equal Opportunity Employer  : San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to   www.sjgov.org/department/hr/eeo   .       Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: Open Until Filled
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            Introduction  This recruitment is being held to fill multiple vacancies with the Department of Public Health Services and to establish a list that may be used to fill future vacancies.   Public Health Services (PHS) is hiring for Occupational Therapist Assistant (OTA), Occupational Therapist (OT), and Occupational Therapist - Senior. Applicants can apply at one or all levels, if they qualify. To learn more about each level and for minimum qualifications, please click on the links below:       Occupational Therapist         Occupational Therapist Assistant      Occupational Therapist - Senior    Effective July 2024, all employees shall receive a Cost of Living Adjustment of 4% of base salary.     Effective July 14, 2025,all employees shall receive a Cost of Living Adjustment of 3% of base salary.    The following incentives and bonuses may be  available for eligible new hires for all three levels of the Occupational Therapist Series (Occupational Therapist Assistant, Occupational Therapist, and Occupational Therapist - Senior)  .   Incentives and bonuses are subject to approval by Human Resources:          Vacation Accrual Rate  : San Joaquin County vacation accrual rate consistent with the candidate's total years of public service.           Sick Leave  : Candidates leaving other employment may receive credit for actual non-reimbursable sick leave hours (up to 160 hours) from their last agency. Hours shall be subject to San Joaquin County's minimum sick leave cash out provisions.           New Hire Retention Bonus  :        $2,000 upon completion of first year equivalent employment (2,080 hours)      $1,000 upon completion of third year equivalent employment (6,240 hours)      $3,000 upon completion of sixth year equivalent employment (12,480 hours)   TYPICAL DUTIES     Performs occupational therapy evaluations and interprets findings.      Plans and implements occupational therapeutic treatment for patients; establishes appropriate treatment goals; uses equipment properly.      Coordinates treatment programs with physicians, nurses, professional, and para-professional staff.      Attends staff meetings and patient conferences; conducts and/or attends in-service education programs for a variety of departmental personnel; may assist with departmental orientation of new staff.      Maintains accurate records and prepares written reports.      May act as lead therapist or provides instruction to other Occupational Therapists, Occupational Therapy Assistants and other professional or para-professional staff; may assist in coordinating occupational therapy internship programs; may consult with supervisory staff and provide input into employee and intern evaluations.      May assist with departmental projects.         MINIMUM QUALIFICATIONS  KNOWLEDGE  Current occupational therapy theory, practices, applications, and processes; human anatomy and physiology related to treatments; basic principles of psychology and psychopathology; perceptual-motor theory and principles; medical terminology; basic computer operations, including pertinent software; basic medical record keeping; principles of clinical supervision.   ABILITY  Organize and implement occupational therapy treatment programs; teach techniques of treatment in specialty areas; conduct individual and group treatment programs; interpret and adapt physician orders and/or written reports; utilize computers and office automation equipment; communicate effectively, both orally and in writing; provide guidance and therapy instructions to patients; establish and maintain cooperative working relationships with patients, families, staff and others; maintain excellent customer relations; complete accurate medical records and/or charts.   PHYSICAL/MENTAL REQUIREMENTS    Mobility   - operation of a data entry device; frequent standing for long periods; constant walking; occasional pushing/pulling; occasional bending/squatting;  Lifting  - occasional lifting of 50 lbs. or less, restraining, lifting/turning people;  Vision  - frequent color perception; occasional eye/hand coordination, peripheral vision and depth perception; frequent reading;  Dexterity  - occasional holding and repetitive motion; frequent reaching, grasping and writing;  Hearing/Talking  - constant hearing normal speech, talking in person, talking on the telephone; frequent hearing on the telephone and hearing faint sounds.   Special Requirements   - may require occasional overtime; may require weekend or evening work;  Emotional/Psychological   - occasional emergency situations; occasional exposure to trauma, grief and death; frequent public contact and decision making; frequent concentration required;   Environmental  - occasional exposure to noise; may be exposed to varied weather conditions.     San Joaquin County complies with the Americans with Disabilities Act (ADA) and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.   Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented bySEIU Local 1021 .      Health Insurance :    San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :    The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.       Life Insurance :   The County provides eligible employees with life insurance coverage as follows:      1 but less than 3 years of continuous service:  $1,000  3 but less than 5 years of continuous service:  $3,000  5 but less than 10 years of continuous service:  $5,000  10 years of continuous service or more:   $10,000      Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   :The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $18,000 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $24,000.The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   :  Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals,use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of qualifying family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:    The County contributes up to $20 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures  Applicants who meet the minimum qualifications will go through the following examination process:      Written Exam : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam : If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out : A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.      Note: The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.    OnlineWritten Exams : Written exams may be administered online. Candidates will be notified of the examination date and will be responsible to complete the written exam within a given period of time (typically within five calendar days). Candidates are required to read the Online Exam Guide for Test Takers prior to taking an online written exam.  The link to the guide is here: Online Exam Guide For Test Takers   PLEASE NOTE:     Online exams must be completed in one sitting and can only be taken once       Candidates will have access to an online exam within the allotted time only       A steady internet connection is highly recommended       The allotted time will still continue if a candidate closes the window or gets disconnected       Once the allotted time expires, access to the exam will be unavailable       Microsoft is no longer supporting Internet Explorer . Therefore, it is recommended that candidates do not use Internet Explorer to complete online written exams.   Candidates that do not have access to a computer can contact the Human Resources office at (209)468-3370 for information on accommodations.   Testing Accommodation : Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.    Veteran’s Points : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.Note: A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.   Acceptable wartime service dates:     September 16, 1940 to December 31, 1946     June 27, 1950 to January 31, 1955     August 5, 1964 to May 7, 1975     Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.        Eligible Lists : Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.    Certification/Referral :Names from the eligible list will be referred to the hiring department by the following methods.      Rule of the Rank :The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.        Rule of Five : The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Physical Exam :Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.    Pre-Employment Drug Screening Exam : Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.    Employment of Relatives :Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     They are related to the Appointing Authority or     The employment would result in one of them supervising the work of the other.       Department Head may establish additional limitations on the hiring of relatives by departmental rule.    Proof of Eligibility :If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.  HOW TO APPLY    Please be advised that Human Resources will only be accepting Online Application submittals for this recruitment. Paper application submittalswill not be considered or accepted.      Apply Online:       www.sjgov.org/department/hr     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.     When a final filing date is indicated, applications must besubmitted onlineto the Human Resources Division beforethe submission deadline. Resumes and paper applicationswill not be accepted in lieu of an online application. ( The County assumes no responsibility foronline applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       Equal Opportunity Employer  : San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to   www.sjgov.org/department/hr/eeo   .       Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: Continuous
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        Introduction  This recruitment is being held to fill multiple vacancies with the Department of Public Health Services and to establish a list that may be used to fill future vacancies.   Public Health Services (PHS) is hiring for Occupational Therapist Assistant (OTA), Occupational Therapist (OT), and Occupational Therapist - Senior. Applicants can apply at one or all levels, if they qualify. To learn more about each level and for minimum qualifications, please click on the links below:       Occupational Therapist         Occupational Therapist Assistant      Occupational Therapist - Senior    Effective July 2024, all employees shall receive a Cost of Living Adjustment of 4% of base salary.     Effective July 14, 2025,all employees shall receive a Cost of Living Adjustment of 3% of base salary.    The following incentives and bonuses may be  available for eligible new hires for all three levels of the Occupational Therapist Series (Occupational Therapist Assistant, Occupational Therapist, and Occupational Therapist - Senior)  .   Incentives and bonuses are subject to approval by Human Resources:          Vacation Accrual Rate  : San Joaquin County vacation accrual rate consistent with the candidate's total years of public service.           Sick Leave  : Candidates leaving other employment may receive credit for actual non-reimbursable sick leave hours (up to 160 hours) from their last agency. Hours shall be subject to San Joaquin County's minimum sick leave cash out provisions.           New Hire Retention Bonus  :        $2,000 upon completion of first year equivalent employment (2,080 hours)      $1,000 upon completion of third year equivalent employment (6,240 hours)      $3,000 upon completion of sixth year equivalent employment (12,480 hours)   TYPICAL DUTIES     Performs occupational therapy evaluations and interprets findings.      Plans and implements occupational therapeutic treatment for patients; establishes appropriate treatment goals; uses equipment properly.      Coordinates treatment programs with physicians, nurses, professional, and para-professional staff.      Attends staff meetings and patient conferences; conducts and/or attends in-service education programs for a variety of departmental personnel; may assist with departmental orientation of new staff.      Maintains accurate records and prepares written reports.      May act as lead therapist or provides instruction to other Occupational Therapists, Occupational Therapy Assistants and other professional or para-professional staff; may assist in coordinating occupational therapy internship programs; may consult with supervisory staff and provide input into employee and intern evaluations.      May assist with departmental projects.         MINIMUM QUALIFICATIONS  KNOWLEDGE  Current occupational therapy theory, practices, applications, and processes; human anatomy and physiology related to treatments; basic principles of psychology and psychopathology; perceptual-motor theory and principles; medical terminology; basic computer operations, including pertinent software; basic medical record keeping; principles of clinical supervision.   ABILITY  Organize and implement occupational therapy treatment programs; teach techniques of treatment in specialty areas; conduct individual and group treatment programs; interpret and adapt physician orders and/or written reports; utilize computers and office automation equipment; communicate effectively, both orally and in writing; provide guidance and therapy instructions to patients; establish and maintain cooperative working relationships with patients, families, staff and others; maintain excellent customer relations; complete accurate medical records and/or charts.   PHYSICAL/MENTAL REQUIREMENTS    Mobility   - operation of a data entry device; frequent standing for long periods; constant walking; occasional pushing/pulling; occasional bending/squatting;  Lifting  - occasional lifting of 50 lbs. or less, restraining, lifting/turning people;  Vision  - frequent color perception; occasional eye/hand coordination, peripheral vision and depth perception; frequent reading;  Dexterity  - occasional holding and repetitive motion; frequent reaching, grasping and writing;  Hearing/Talking  - constant hearing normal speech, talking in person, talking on the telephone; frequent hearing on the telephone and hearing faint sounds.   Special Requirements   - may require occasional overtime; may require weekend or evening work;  Emotional/Psychological   - occasional emergency situations; occasional exposure to trauma, grief and death; frequent public contact and decision making; frequent concentration required;   Environmental  - occasional exposure to noise; may be exposed to varied weather conditions.     San Joaquin County complies with the Americans with Disabilities Act (ADA) and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.   Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented bySEIU Local 1021 .      Health Insurance :    San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :    The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.       Life Insurance :   The County provides eligible employees with life insurance coverage as follows:      1 but less than 3 years of continuous service:  $1,000  3 but less than 5 years of continuous service:  $3,000  5 but less than 10 years of continuous service:  $5,000  10 years of continuous service or more:   $10,000      Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   :The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $18,000 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $24,000.The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   :  Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals,use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of qualifying family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:    The County contributes up to $20 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures  Applicants who meet the minimum qualifications will go through the following examination process:      Written Exam : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam : If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out : A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.      Note: The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.    OnlineWritten Exams : Written exams may be administered online. Candidates will be notified of the examination date and will be responsible to complete the written exam within a given period of time (typically within five calendar days). Candidates are required to read the Online Exam Guide for Test Takers prior to taking an online written exam.  The link to the guide is here: Online Exam Guide For Test Takers   PLEASE NOTE:     Online exams must be completed in one sitting and can only be taken once       Candidates will have access to an online exam within the allotted time only       A steady internet connection is highly recommended       The allotted time will still continue if a candidate closes the window or gets disconnected       Once the allotted time expires, access to the exam will be unavailable       Microsoft is no longer supporting Internet Explorer . Therefore, it is recommended that candidates do not use Internet Explorer to complete online written exams.   Candidates that do not have access to a computer can contact the Human Resources office at (209)468-3370 for information on accommodations.   Testing Accommodation : Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.    Veteran’s Points : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.Note: A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.   Acceptable wartime service dates:     September 16, 1940 to December 31, 1946     June 27, 1950 to January 31, 1955     August 5, 1964 to May 7, 1975     Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.        Eligible Lists : Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.    Certification/Referral :Names from the eligible list will be referred to the hiring department by the following methods.      Rule of the Rank :The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.        Rule of Five : The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Physical Exam :Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.    Pre-Employment Drug Screening Exam : Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.    Employment of Relatives :Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     They are related to the Appointing Authority or     The employment would result in one of them supervising the work of the other.       Department Head may establish additional limitations on the hiring of relatives by departmental rule.    Proof of Eligibility :If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.  HOW TO APPLY    Please be advised that Human Resources will only be accepting Online Application submittals for this recruitment. Paper application submittalswill not be considered or accepted.      Apply Online:       www.sjgov.org/department/hr     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.     When a final filing date is indicated, applications must besubmitted onlineto the Human Resources Division beforethe submission deadline. Resumes and paper applicationswill not be accepted in lieu of an online application. ( The County assumes no responsibility foronline applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       Equal Opportunity Employer  : San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to   www.sjgov.org/department/hr/eeo   .       Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: Continuous
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            ABOUT THE POSITION   YOUR FUTURE BEGINS HERE!    Join one of the fastest-growing cities in Arizona and the youngest in Yuma County! Be part of the San Luis Police Department,   About the position:   Enforces laws and ordinances, maintains order, protects life and property, investigates crimes, and assists in crime prevention activities.  Patrols assigned areas, responds to calls for assistance, and takes appropriate action.  Controls and restrains potentially violent persons.  Investigate suspicious conditions, activities, or persons.  Assists other law enforcement agencies and provides needed backup when requested.  Participates in rescue activities for sick and injured persons.  Arrests, transports, and books violators and escorts prisoners to jail or court.  Serves warrants, subpoenas, and other court orders.  Prepares detailed reports of felony and misdemeanor crimes as well as criminal and civil traffic complaints.  Conducts investigations of criminal cases and gathers, preserves, and analyzes facts and evidence.  Conducts interviews and interrogations and records statements and testimony.  Collects, prepares, and submits evidence for analysis, processing, or retention.  Prepares material evidence and documentation for courtroom presentations and testifies in court as required.  Provides information to attorneys and other authorized personnel.  Participates in special enforcement details or special operations.  Promotes crime prevention programs at local schools and within the community.  Performs related duties as assigned.    IDEAL CANDIDATE   Possess the knowledge of:    The roads and routes within the County.  Methods and techniques of interrogation.  Modern law enforcement methods and procedures, including case laws governing arrest, rules of evidence, probable cause, use of force, custody of evidence and property, and search and seizure.  Principles and practices of leadership.  Local community issues and regional community resources available to citizens.  Duties, powers, authorities, and limitations of a Police Officer.  Federal, State, and City criminal and traffic laws and related court decisions, department policies, General Operations Orders, Police Management Regulations, City of San Luis Management Procedures, Administrative Regulations, Memorandums of Understanding and Personnel Rules/Policies.  City organization, operations, policies, and procedures.   State of Arizona criminal justice and court procedures and records management requirements.  Methods and techniques of interrogation.  Preservation of evidence and admission into court.  Computers and specialized hardware and software for preparing reports and maintaining records.  Principles and practices of leadership.  Investigative methods and analysis techniques.     Possess the ability to:    Perform defensive tactics requiring quick reflexes, agility, coordination, and strength.  Gather, analyze, and evaluate facts and evidence.  Prepare and maintain records and reports.  Establish and maintain effective working relationships with others and interact with the public.  Recognize and control sources of personal stress in order to effectively perform class requirements.  Effectively communicate verbal and written instructions by phone, police radio system, or in person in a group or one-to-one setting.  Think and act quickly and effectively in emergencies and under stressful situations.  Observe or monitor objects or people’s behavior to determine compliance with prescribed operating or safety standards and accurately recall details.  Maintain moral integrity.  Maintain an acceptable level of physical fitness to meet department standards.  Interpret and explain legal standards and procedures, applicable Federal and state rules and regulations, and City policies and procedures.  Care for, maintain, and safely operate of a variety of law enforcement tools and equipment.  Investigate and resolve conflicts, personnel issues, citizen inquiries, and complaints.  Understand and follow written and oral instructions in English.  To serve our community with courtesy and respect.    MINIMUM REQUIREMENTS   Required:    High school diploma or GED equivalency  An Arizona Peace Officer Standards & Training Board (AZ POST) certified Officer  OR   A Certified Officer in another state; Out-of-State Certified Officers will be required to apply for reciprocity.   for more information, visit the Arizona POST website to review the waiver process.    Be a United States Citizen  Be in sound physical and mental health  Have at least 20/20 vision uncorrected; or 20/20 vision corrected by glasses or contact lenses. Vision capable of distinguishing basic colors groups against a favorable background.  Must meet AZ POST and City of San Luis Police Department drug standards  Must have good moral character and personal integrity    Licenses and Certificates:   (mu st be maintained throughout employment)    A valid driver's license at the time of application  A Peace Officer Certification with AZ POST.   Desired/Preferred:    Depending upon the needs of the City, some incumbents of the class may be required to demonstrate fluency in both Spanish and English as a condition of employment.  Availability to work a flexible schedule.  Must successfully pass a comprehensive background investigation including credit check, polygraph, and psychological examination and meet the minimum POST standards for medical examination and physical ability.  San Luis, Arizona residency     SUPPLEMENTAL INFORMATION   The City of San Luis is committed to Professional Growth and Career Development -      OPEN UNTIL FILLED -    Applications received by 5:00 pm on December 7 , 2023, will be reviewed and considered.    Candidates with the most relevant backgrounds will be invited to participate in the interview/assessment process.     Our officers enjoy Tuition Reimbursement, Incentive Pay, Home Vehicle, Fitness Membership, Medical /Dental/Vision Benefits, Education Loan Forgiveness, a full Pension Plan and more.  Hiring Incentives, Retention Incentives, and Relocation Allowances may be available, subject to budget availability.   HIRING PROCESS:    POPAT  Oral Interview  Background Interview  Background Investigation  Polygraph Exam  Psychological Exam  Medical/Drug Screening     The following benefit information is for all full-time San Luis Fire personnel.   MEDICAL/ DENTAL/ VISION INSURANCE  - The City of San Luis is proud to provide medical, dental and vision insurance for it's employees which is administered by EBSO. Dependent premiums are paid one month in advance and are pre-taxed. Additional information regarding medical, dental and vision benefits may be requested from the Human Resources Department.    PUBLIC SAFETY PERSONNEL RETIREMENTSYSTEM (PSPRS)   - City employees are required to enroll in the Arizona State Retirement System.    Contribution based on years of service/Tier. For more information, please contact the HR Department at 928-341-8579.     SOCIAL SECURITY AND MEDICARE-     FICA (Social Security Tax) - Employee Contribution - 6.20%  Medicare - Employee Contribution - 1.4500%.    PAID TIME OFF (PTO) -     Vacation Leave Accruals (Based on years of service and accrued on bi-weekly basis for 28 day work period)  Less than 6 years - 4.08 hrs. 6 - 11 years - 6.12 hrs. 11 years or more - 8.15 hrs.  Sick Leave -4.89 hrs.    LIFE INSURANCE  - The City provides eligible employees with a Life Insurance and Accidental Death and Dismemberment (AD&D) benefit. This plan is administered by Standard.   Basic Life Benefit - 1x Salary up to $50,000.00 AD&D Benefit - 1x Salary up to $50,000.00     DISABILITY INSURANCE  - Disability insurance is available to all employees who work 30 or more hours per week.   Short-Term Disability - Coverage begins on the 15th day of injury or sickness. Duration of Benefits - 180 days Benefits Percentage- 66.67% Waiting Period - 14 days Maximum Weekly Benefit: $2,000.00   Long-Term Disability - (Public Safety Employees Only) Coverage begins on the 181st day for injury or sickness. Duration of Benefits- To age 65 Benefits Percentage- 60% Waiting Period- 180 days Maximum Monthly Benefit- $10,000.00   WORKER'S COMP - Insurance coverage for medical expenses and loss of income due to an on-the-job injury is provided by the City of San Luis for all employees.   Employee Assistant Program (EAP) - Counseling for you and your dependents administered by Horizon Health. Up to 6 sessions per incident. No co-payment.
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        ABOUT THE POSITION   YOUR FUTURE BEGINS HERE!    Join one of the fastest-growing cities in Arizona and the youngest in Yuma County! Be part of the San Luis Police Department,   About the position:   Enforces laws and ordinances, maintains order, protects life and property, investigates crimes, and assists in crime prevention activities.  Patrols assigned areas, responds to calls for assistance, and takes appropriate action.  Controls and restrains potentially violent persons.  Investigate suspicious conditions, activities, or persons.  Assists other law enforcement agencies and provides needed backup when requested.  Participates in rescue activities for sick and injured persons.  Arrests, transports, and books violators and escorts prisoners to jail or court.  Serves warrants, subpoenas, and other court orders.  Prepares detailed reports of felony and misdemeanor crimes as well as criminal and civil traffic complaints.  Conducts investigations of criminal cases and gathers, preserves, and analyzes facts and evidence.  Conducts interviews and interrogations and records statements and testimony.  Collects, prepares, and submits evidence for analysis, processing, or retention.  Prepares material evidence and documentation for courtroom presentations and testifies in court as required.  Provides information to attorneys and other authorized personnel.  Participates in special enforcement details or special operations.  Promotes crime prevention programs at local schools and within the community.  Performs related duties as assigned.    IDEAL CANDIDATE   Possess the knowledge of:    The roads and routes within the County.  Methods and techniques of interrogation.  Modern law enforcement methods and procedures, including case laws governing arrest, rules of evidence, probable cause, use of force, custody of evidence and property, and search and seizure.  Principles and practices of leadership.  Local community issues and regional community resources available to citizens.  Duties, powers, authorities, and limitations of a Police Officer.  Federal, State, and City criminal and traffic laws and related court decisions, department policies, General Operations Orders, Police Management Regulations, City of San Luis Management Procedures, Administrative Regulations, Memorandums of Understanding and Personnel Rules/Policies.  City organization, operations, policies, and procedures.   State of Arizona criminal justice and court procedures and records management requirements.  Methods and techniques of interrogation.  Preservation of evidence and admission into court.  Computers and specialized hardware and software for preparing reports and maintaining records.  Principles and practices of leadership.  Investigative methods and analysis techniques.     Possess the ability to:    Perform defensive tactics requiring quick reflexes, agility, coordination, and strength.  Gather, analyze, and evaluate facts and evidence.  Prepare and maintain records and reports.  Establish and maintain effective working relationships with others and interact with the public.  Recognize and control sources of personal stress in order to effectively perform class requirements.  Effectively communicate verbal and written instructions by phone, police radio system, or in person in a group or one-to-one setting.  Think and act quickly and effectively in emergencies and under stressful situations.  Observe or monitor objects or people’s behavior to determine compliance with prescribed operating or safety standards and accurately recall details.  Maintain moral integrity.  Maintain an acceptable level of physical fitness to meet department standards.  Interpret and explain legal standards and procedures, applicable Federal and state rules and regulations, and City policies and procedures.  Care for, maintain, and safely operate of a variety of law enforcement tools and equipment.  Investigate and resolve conflicts, personnel issues, citizen inquiries, and complaints.  Understand and follow written and oral instructions in English.  To serve our community with courtesy and respect.    MINIMUM REQUIREMENTS   Required:    High school diploma or GED equivalency  An Arizona Peace Officer Standards & Training Board (AZ POST) certified Officer  OR   A Certified Officer in another state; Out-of-State Certified Officers will be required to apply for reciprocity.   for more information, visit the Arizona POST website to review the waiver process.    Be a United States Citizen  Be in sound physical and mental health  Have at least 20/20 vision uncorrected; or 20/20 vision corrected by glasses or contact lenses. Vision capable of distinguishing basic colors groups against a favorable background.  Must meet AZ POST and City of San Luis Police Department drug standards  Must have good moral character and personal integrity    Licenses and Certificates:   (mu st be maintained throughout employment)    A valid driver's license at the time of application  A Peace Officer Certification with AZ POST.   Desired/Preferred:    Depending upon the needs of the City, some incumbents of the class may be required to demonstrate fluency in both Spanish and English as a condition of employment.  Availability to work a flexible schedule.  Must successfully pass a comprehensive background investigation including credit check, polygraph, and psychological examination and meet the minimum POST standards for medical examination and physical ability.  San Luis, Arizona residency     SUPPLEMENTAL INFORMATION   The City of San Luis is committed to Professional Growth and Career Development -      OPEN UNTIL FILLED -    Applications received by 5:00 pm on December 7 , 2023, will be reviewed and considered.    Candidates with the most relevant backgrounds will be invited to participate in the interview/assessment process.     Our officers enjoy Tuition Reimbursement, Incentive Pay, Home Vehicle, Fitness Membership, Medical /Dental/Vision Benefits, Education Loan Forgiveness, a full Pension Plan and more.  Hiring Incentives, Retention Incentives, and Relocation Allowances may be available, subject to budget availability.   HIRING PROCESS:    POPAT  Oral Interview  Background Interview  Background Investigation  Polygraph Exam  Psychological Exam  Medical/Drug Screening     The following benefit information is for all full-time San Luis Fire personnel.   MEDICAL/ DENTAL/ VISION INSURANCE  - The City of San Luis is proud to provide medical, dental and vision insurance for it's employees which is administered by EBSO. Dependent premiums are paid one month in advance and are pre-taxed. Additional information regarding medical, dental and vision benefits may be requested from the Human Resources Department.    PUBLIC SAFETY PERSONNEL RETIREMENTSYSTEM (PSPRS)   - City employees are required to enroll in the Arizona State Retirement System.    Contribution based on years of service/Tier. For more information, please contact the HR Department at 928-341-8579.     SOCIAL SECURITY AND MEDICARE-     FICA (Social Security Tax) - Employee Contribution - 6.20%  Medicare - Employee Contribution - 1.4500%.    PAID TIME OFF (PTO) -     Vacation Leave Accruals (Based on years of service and accrued on bi-weekly basis for 28 day work period)  Less than 6 years - 4.08 hrs. 6 - 11 years - 6.12 hrs. 11 years or more - 8.15 hrs.  Sick Leave -4.89 hrs.    LIFE INSURANCE  - The City provides eligible employees with a Life Insurance and Accidental Death and Dismemberment (AD&D) benefit. This plan is administered by Standard.   Basic Life Benefit - 1x Salary up to $50,000.00 AD&D Benefit - 1x Salary up to $50,000.00     DISABILITY INSURANCE  - Disability insurance is available to all employees who work 30 or more hours per week.   Short-Term Disability - Coverage begins on the 15th day of injury or sickness. Duration of Benefits - 180 days Benefits Percentage- 66.67% Waiting Period - 14 days Maximum Weekly Benefit: $2,000.00   Long-Term Disability - (Public Safety Employees Only) Coverage begins on the 181st day for injury or sickness. Duration of Benefits- To age 65 Benefits Percentage- 60% Waiting Period- 180 days Maximum Monthly Benefit- $10,000.00   WORKER'S COMP - Insurance coverage for medical expenses and loss of income due to an on-the-job injury is provided by the City of San Luis for all employees.   Employee Assistant Program (EAP) - Counseling for you and your dependents administered by Horizon Health. Up to 6 sessions per incident. No co-payment.
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            Introduction  THIS IS A NEW ASSEMBLED EXAMINATION.  The eligible list resulting from this examination will cancel any existing list and may last approximately one year butcan be extended.   Supplemental Questionnaire:  A properly completed Supplemental Questionnaire must be submitted with each application. Failure to submit the Application or Supplemental Questionnaire will result in disqualification.   Applications and supplemental questionnaires must be in the possession of the Human Resource Services Department by 5:00 p.m. by the filing deadline. Applications and supplemental questionnaires will only be accepted online.   DESCRIPTION  ABOUT THE ALAMEDA COUNTY SHERIFF'S OFFICE   The Alameda County Sheriff's Office is a full-service law enforcement agency accredited through the Commission on Accreditation for Law Enforcement Agencies (CALEA) for its law enforcement services, its Regional Training Center, and its Dispatch Unit; the American Society of Crime Laboratory Directors Laboratory Accreditation Board for its Crime Lab; the Bomb Squad Commanders Advisory Board for its Explosive Ordinance Unit. Additionally, the agency's health care provider, Wellpath, has experience working with the National Commission on Correctional Health Care (NCCHC).   The Sheriff's Office has a currentbudget of approximately $600 million and has over 1700 authorized positions, including in excess of 1000 sworn personnel. The agency's Chief Executive Officer is Sheriff / Coroner Yesenia L. Sanchez, who is assisted in the operation of the agency by Undersheriff April Luckett-Fahimi, Assistant Sheriffs Emmanuel Christy and Daniel McNaughton.   The Sheriff of Alameda County is responsible for a vast array of tasks and duties, including the following:       Providing security to the Consolidated Superior Courts       Operating the Coroner’s Bureau       Operating a full-service criminalistics laboratory       Performing Civil Process       Operating the County Jail (Santa Rita)       Operating the County Office of Emergency Services       Providing patrol and investigative services to the unincorporated areas of Alameda County       Pursuant to contractual agreements, providing patrol and investigative services to the City of Dublin,Oakland International Airport, Highland County Hospital, Social Services, and to the Alameda-Contra Costa Transit District       Conducting a basic academy pursuant to Police Officer Standards and Training (P.O.S.T.) requirements. [   Sheriff's Academy website   ]       Providing Fish and Game enforcement       Project Director of the Narcotics Task Force       Serving as the Executive Director of the Sexual Assault Felony Enforcement (SAFE) Task Force       Operating a Marine Patrol Unit in the San Francisco Bay waters.         For more detailed information about the agency, visit:   Alameda County's Sheriff's Office .    THE POSITION      Under direction, to plan, organize, and direct the overall operations of the Alameda County Sheriff’s Office crime laboratory; to direct the activities of assigned staff, write reports, keep records and statistics, prepare budgets; manage and secure grant funding in furtherance of that general objective and to do related work as required.   The Crime Laboratory Director directs the technical program of evidence analysis in the crime laboratory of the Sheriff's Office. The incumbent is responsible for all forensic science services provided to Alameda County police agencies, or its contracts, including criminalistics, toxicology, crime scene investigation, fingerprint services, firearms evaluation, Gunshot Residue (GSR), National Integrated Ballistic Information Network (NIBIN), and DNA analysis and uploading to Combined DNA Index System (CODIS). This includes training and supervising subordinate staff and instructing officer members of the agency in laboratory techniques and methods of evidence collection. In addition to establishing policies and administrative procedures, the lab director is fully responsible for the yearly planning and day-to-day management of the crime laboratory and oversight of The American Society of Crime Laboratory Directors (ASCLD) and Commission of Accredited Law Enforcement Agencies (CALEA) accreditation programs.   For more detailed information about the job classification including examples of duties, visit: Crime Laboratory Director (#8527) .   MINIMUM QUALIFICATIONS  Education:     Possession of a bachelor's degree in criminalistics, or in a closely related science such as chemistry, forensic science, toxicology, biochemistry or physics, from an accredited college or university. Possession of a master’s degree or higher in one of the areas noted above, or a closely related field is highly desirable.     And Either I   Experience:     The equivalent of two years of experience in the class of Supervising Criminalist or Supervising DNA Criminalist in the Alameda County classified service. (Non-classified includes District Attorney’s Office, Hospital Authority, and the Consolidated Courts.)     Or II     The equivalent of five years of full-time paid experience in forensic science case work, to include two years of administrative responsibility in the form of program supervision and case work, budget planning and preparation, and personnel selection.     NOTE: The Civil Service Commission may modify the above Minimum Qualifications in the announcement of an examination.   KNOWLEDGE AND SKILLS   The most suitably qualified candidates will possess the following competencies:      Knowledge of:   • Methods and techniques used in examining crime scenes.   • Methods and evaluation of firearms.   • Methods and techniques used in laboratory analyses of various types of evidence including DNA.   • Principles of forensic, organic, and inorganic chemistry.   • Principles of Physiology, Physics, and Biochemistry.   • Photographic techniques and equipment used in police investigations.     Ability to:   • Make definitive analyses of evidence by physical and chemical tests.   • Use a wide variety of scientific equipment including microscopes, incubators, furnaces, micrometers, infrared and ultraviolet spectrophotometers, gas chromatograph and high vacuum equipment.   • Use photographic equipment such as photomicrographic camera, macrophotographic equipment, digital camera and camcorders, and to train or assist other lab personnel in all of the above.   • Communicate orally and in writing.   • Plan and organize.   • Make decisions.   • Perform budget analyses.   • Exercise leadership and management control.   • Demonstrate flexibility and interpersonal sensitivity.   • Adapt to stress.   EXAMINATION COMPONENTS  THE EXAMINATION WILL CONSIST OF THE FOLLOWING STEPS:   1) A review of candidates' applications to verify possession of minimum requirements. Those candidates who possess the minimum requirements for the class will move on to the next step in the examination process.     2)A review of candidates’ supplemental questionnaires to select the best qualified applicants to continue in the process.     3) An oral interview which will be weighted as 100% of the candidate's final examination score. The oral interview may contain situational exercises.     CANDIDATES MUST ATTAIN A QUALIFYING RATING ON EACH PORTION OF THIS EXAMINATION     Alameda County utilizes a Civil Service Selection System founded on merit. Such a system is competitive and based on broad recruitment efforts and equal opportunity for qualified applicants to test in an examination process designed to determine the qualifications, fitness and ability of competitors to perform duties of the vacant position. Many of our recruitments are targeted and specific to the needs of a current vacant position, in which case, the eligible list may be exclusively used for that current vacant position. Other recruitments may be more broadly used for both current and future vacancies, or for other alternate jobs with comparable scopes of work.     For more information on the Civil Service Selection process, please visit the “What You Need to Know” section of our website,  www.acgov.org/hrs  .   Selection Plan  Applicants will be informed via email with reasonable notice in advance of any examination process which will require their attendance. The following dates are tentative and subject to change based on the needs of the Agency:      TENTATIVE SELECTION PLAN       Deadline for Filing:     *Tuesday, April 9, 2024, at 5:00 PM     Review of Applications for Minimum Qualifications:     *Friday, April 19, 2024     Supplemental Questionnaire Review for Best Qualified     *Wednesday, May 1, 2024     Oral Interviews     Week of May 13, 2024     *Updated 3/25/2024   WE RESERVE THE RIGHT TO MAKE CHANGES TO THE ANNOUNCED RECRUITMENT & SELECTION PLAN   Alameda County and the Human Resource Services Department will make reasonable efforts in the examination and/or selection process to accommodate qualified individuals with disabilities and/or medical conditions in accordance/compliance with the State Fair Employment and Housing Act (FEHA), Federal Americans with Disabilities Act (ADA) Alameda County’s Reasonable Accommodation Policy and applicable statutes. To request an accommodation due to a disability/medical condition during this or other phases of the examination/selection process, please contact the assigned Human Resources Representative listed on the job announcement before the last date of  filing . Alameda County requires applicants to provide supporting documentation to substantiate a request for reasonable accommodation. In order to qualify for a reasonable accommodation, applicants must have a disability/medical condition pursuant to the ADA, FEHA and applicable statutes.   For more information regarding our Reasonable Accommodation procedures, please visit our website:   www.acgov.org/hrs  .    BENEFITS  Alameda County offers a comprehensive and competitive benefits package that affords wide-ranging health care options to meet the different needs of a diverse workforce and their families. We also sponsor many different employee discount, fitness and health screening programs focused on overall wellbeing. These benefits include but are not limited to*:      For your Health & Well-Being        Medical - HMO & PPO Plans     Dental - HMO & PPO Plans     Vision or Vision Reimbursement     Share the Savings     Basic Life Insurance     Supplemental Life Insurance (with optional dependent coverage for eligible employees)     Accidental Death and Dismemberment Insurance     County Allowance Credit     Flexible Spending Accounts - Health FSA, Dependent Care and Adoption Assistance     Short-Term Disability Insurance     Long-Term Disability Insurance     Voluntary Benefits - Accident Insurance, Critical Illness, Hospital Indemnity and Legal Services     Employee Assistance Program        For your Financial Future        Retirement Plan - (Defined Benefit Pension Plan)     Deferred Compensation Plan (457 Plan or Roth Plan)        For your Work/Life Balance        12 paid holidays     Floating Holidays     Vacation and sick leave accrual     Vacation purchase program     Management Paid Leave**     Catastrophic Sick Leave     Group Auto/Home Insurance     Pet Insurance     Commuter Benefits Program     Guaranteed Ride Home     Employee Wellness Program (e.g., At Work Fitness, Incentive Based Programs, Gym Membership Discounts)     Employee Discount Program (e.g., theme parks, cell phone, etc.)     Childcare Resources     1 st United Services Credit Union       *Eligibility is determined by Alameda County and offerings may vary by collective bargaining agreement. This provides a brief summary of the benefits offered and can be subject to change.     ** Non-exempt management employees are entitled to up to three days of management paid leave. Exempt management employees are entitled to up to seven days of management paid leave.   Conclusion  All notices related to County recruitments for which you have applied will be sent/delivered via email. Please add @jobaps.com, @acgov.org and  Noreply@jobaps.com  as accepted addresses to any email blocking or spam filtering program you may use. If you do not do this, your email blocking or spam filtering program may block receipt of the notices regarding your application for recruitments. You are also strongly advised to regularly log into your County of Alameda online application account to check for notices that may have been sent to you. All email notices that will be sent to you will also be kept in your personal online application account. You will be able to view all of your notices in your online application account by clicking on the "My applications" button on the Current Job Openings page and clicking on the link 'last notice sent' for the respective recruitment.   Please take the steps recommended above to ensure you do not miss any notices about a recruitment for which you have applied. The County of Alameda is not responsible for notices that are not read, received or accessed by any applicant for a County recruitment.     NOTE: All notices are generated through an automated email notification system. Replies to the email box  Noreply@jobaps.com  are routed to an unmonitored mailbox. All notices are generated through an automated email notification system. Replies to the email box are routed to an unmonitored mailbox. If you have questions please go to our website at   www.acgov.org/hrs . You may also contact the Human Resources Analyst listed on the job announcement for the recruitment for which you have applied.   Elaine Lemi | Human Resources Analyst  Human Resource Services, County of Alameda  (510) 272-6434 |   elaine.lemi@acgov.org    DISASTER SERVICE WORKER   All Alameda County employees are designated Disaster Service Workers through state and local law. Employment with the County requires the affirmation of a loyalty oath to this effect. Employees are required to report to work as ordered in the event of an emergency.   EQUAL EMPLOYMENT OPPORTUNITY   Alameda County has a diverse workforce, that is representative of the communities we serve and is proud to be an equal opportunity employer. All aspects of employment are based on merit, competence, performance and business need. Alameda County does not discriminate in employment on the basis of, race, color, religion, sex (including pregnancy and gender identity), national origin, political affiliation, sexual orientation, marital status, disability, genetic information, age, membership in an employee organization, retaliation, parental status, military service, or other non-merit factors protected under federal, state and local law. Alameda County celebrates diversity and is committed to creating an inclusive, and welcoming workplace environment.  Closing Date/Time: 4/9/2024 5:00:00 PM
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            Description  DEFINITION  Under general direction, to be responsible for the development, maintenance, and tracking of a Department's fiscal information and data; to perform a variety of administrative and staff management duties; to assign, schedule, coordinate, supervise, and evaluate the work of assigned staff; to perform a variety of difficult, complex, and specialized information gathering, organization, analysis, and presentation assignments; and to do related work as required.  DISTINGUISHING CHARACTERISTICS  This is a highly specialized Administrative Services Manager classification. Incumbents have responsibilities for the fiscal management, personnel administration, payroll, building and equipment maintenance, inventory control in one of the County's larger departments or agencies. Responsibilities also include overseeing, supervising, and performing a variety of administrative and staff management functions.  REPORTS TO  Department Head, Assistant Department Head, or designee  CLASSIFICATIONS SUPERVISED  Accountant I, II; Staff Services Analyst I, II; Office Clerical Supervisor; Office Assistant I, II, III; Account Clerk I, II, III.; and other Department technical or clerical support, depending upon the Department or Agency to which assigned.  TYPICAL PHYSICAL REQUIREMENTS  Sit for extended periods; frequently stand and walk; normal manual dexterity and eye-hand coordination; lift and move objects weighing up to 25 lbs.; corrected hearing and vision to normal range; verbal communication; use of office equipment, including computer, telephone, calculator, copiers, and FAX.  TYPICAL WORKING CONDITIONS  Work is performed in an office environment; continuous contact with other staff.  Example of Duties  EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES (The following is used as a partial description and is not restrictive as to duties required.)  Serves as chief fiscal support person for a larger County Department or Agency; Develops, maintains, and tracks Department budget and fiscal information; Maintains and tracks a variety of fiscal and budget control journals and records; Keeps Department/Agency management aware of budget and fiscal status, including expenditure levels and the need to adjust expenditures for specific programs and operational areas; may have responsibility for the development, control, maintenance, and reporting for special grants and special funds; Coordinates Department/Agency fiscal data and information with the Auditor/Controller and other fiscal control agencies, such as the State and Federal government; Provides supervision, training, coordination, scheduling, and work evaluations for assigned staff; Serves as the Department/Agency Personnel Officer, coordinating recruitment efforts, conducting new employee orientations, and completing and submitting all personnel paperwork; Completes and submits the Civil Rights Plan; Investigates complaints as needed; Completes Worker's Compensation paperwork as needed; Trains, supervises and evaluates professional and administrative support staff; performs a wide variety of administrative and staff support functions; May assist with long term planning and establishing of Department goals and performance objectives; Coordinates and facilitates Department purchasing procedures; Performs a variety of accounting work; Works with and maintains computerized financial management systems; Establishes and updates information retrieval systems; Gathers, organizes, analyzes, and presents data and information for review and action by Department management; Performs special projects; Directs the development of a variety of reports Other duties as assigned  Minimum Qualifications  Any combination of training and experience which would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:  One year of experience in the Interagency Merit System performing duties comparable to Staff Services Analyst II. OR Two years of increasingly responsible analytical experience in staff services such as management, personnel, fiscal, staff development, or data processing analysis work, including the preparation of recommendations and reports.  Special Requirements  Possession of, or ability to obtain a valid class C California Drivers License  May be required to pass a fingerprint/background investigation.  Knowledge Of/Ability To  Knowledge of:  General accounting theory, principles, and practices and their application to a variety of accounting transactions and problems. Laws, rules, regulations, and policies affecting the financial operations and transactions of an assigned Department. Government cost accounting and budgeting. Principles of account classification. Budget development and control. Computerized financial management systems. Purchasing methods and procedures. Public personnel administration policies and procedures. Applicable Federal and State laws, policies and procedures regarding Civil Rights issues and complaint investigation techniques. Principles of work direction, work coordination, supervision, training, and work evaluation.  Ability to:  Plan, organize, develop, and coordinate fiscal and personnel administration functions for an assigned County Department/Agency. Perform a variety of accounting and financial transaction work. Analyze and evaluate financial information, researching and gathering appropriate information to resolve problems. Provide supervision, work coordination, performance evaluations, and training for other staff. Monitor and update fiscal records. Prepare a variety of financial reports and statements. Gather, organize, analyze, and present a variety of information. Use a computerized financial management system. Effectively represent an assigned County department/agency in contacts with other County staff, the public, and other government agencies. Establish and maintain cooperative working relationships.   In accordance with California Government Code section 3100, et., seq., all County of San Benito employees are considered disaster service workers who may be required to report for duty, or remain on duty to address disaster service activities in the event of an emergency or disaster and are required to undertake an applicable loyalty oath.     SAN BENITO COUNTY BENEFITS FOR MANAGEMENT EMPLOYEES   (This is meant to be an overview of benefits only. For full benefit terms and conditions, please see MOU)  Employees in regular, full-time positions will be eligible to participate in the following employee benefits:   Pay Day:  Employees are paid bi-weekly.   Insurance Deductions:  The insurance and benefits deductions will take place bi-monthly, normally the first two pay periods of the month. Bank/Credit union and 457 Retirement Deferrals deductions will take place bi-weekly.   Vacation:  Based on continued years of service. Newly hired MEG employees may be eligible for higher vacation accrual rate for previous public sector experience (verification required). Maximum accruals may apply depending on the bargaining unit.    5 to 9 years of service = 15 days per year   10 to 14 years of service = 18 days per year   15 + years of service = 20 days per year   Administrative Leave:  Management employees receive 80 hours of administrative leave per calendar year. Forty (40) unused hours can be paid out at the end of the calendar year. Administrative leave is pro-rated.   Holidays:  13.5 holidays (including 3 floating) for most employees. Safety officers and dispatchers receive approximately 5% holiday pay in addition to their base pay in lieu of paid holidays off.   Sick Leave:  15 days per year. Maximum accruals apply.   Medical Plan:  Comprehensive CalPERS medical plans available for full-time employees. Employees appointed to a regular position at a time base of 50% or higher are eligible to participate.  Increase County contributions to medical effective January 2024.  a. Employee Only: $750.00, which would include the PEMHCA Minimum b. Employee Plus One: $1,250.00, which would include the PEMHCA Minimum c. Family: $1,515.00, which would include the PEMHCA Minimum  The County's contribution above shall be prorated for positions that are less than .90 FTE rounding to the nearest one-quarter time.   HRA:  Employee Only Medical Plan: $1,500 maximum Employee Plus One Medical Plan: $3,000 maximum. Employee Plus Family Medical Plan: $4,000 maximum.  Employees who are eligible to receive a "cash in lieu of' enrollment in the County's medical plan shall receive a taxable payment of $150 monthly (pro-rated into biweekly installments of $69.23).   Dental Plan:  County contributes $30 to Delta Dental plan for full-time employees and their families.   Vision Plan:  The County pays for employee coverage and the employee can pay for dependent coverage. This benefit is available to full-time employees only.   Employee Assistance Program:  The County provides confidential short-term counseling services to employees and dependents.   Life Insurance/AD&D:  County pays for a $20,000 BASIC life insurance policy for each employee. Voluntary life insurance plans available.   Disability Insurance:  Confidential and Management groups participate in the State Disability Insurance.   Credit Union:  Membership to the Santa Clara Federal Credit Union is available to San Benito County employees.   Deferred Compensation:  Employees may participate in tax-deferred retirement savings. Three 457 plans are available. Employees may rollover funds from prior 401k or 457 accounts. IRS limits apply.   Retirement:  Regular employees will be enrolled into the CalPERS retirement system in accordance with the Public Employees' Retirement Law. Employee contributions vary according to bargaining unit.  All New Miscellaneous (non-Safety) employees enrolled into the CalPERS retirement system participate in the full formula of 2% at 62. Miscellaneous employees participate in Social Security in addition to CalPERS.   Supplemental Insurance:  Employees may participate in various AFLAC plans such as accident, disability, and cancer insurances.   Flexible Spending Accounts:  Health and Dependent Care available, pre-tax deductions.  01     I understand all County employees will be required to take an Oath of Office and will be called upon to act as Disaster Service Workers, when needed.    Yes      02     Please be sure to answer the supplemental questions thoroughly and accurately. Applicants are responsible for clearly, completely, and accurately identifying their qualifications. Your responses to the questions must be supported by both the work experience listed on your application as well as your resume. The rating of the supplemental questions may determine your application status and/or rank on the eligible list. Answers such as "see resume" or "see above" will remove you from consideration. I have read and understand the statement above concerning submission of supplemental questionnaire responses.    Yes   No      03     Please indicate your highest level of education.    Did not complete high school or equivalent   High School, GED, or equivalent   Some College   Associate's Degree   Bachelor's Degree   Master's Degree or higher      04     Do you have at least one year of experience in the Interagency Merit System performing duties comparable to Staff Services Analyst II?    Yes   No      05     Do you have at least two years of increasingly responsible analytical experience in staff services such as management, personnel, fiscal, staff development, or data processing analysis work, including the preparation of recommendations and reports?    Yes   No      06     Please summarize the type of experience you have with governmental and/or public sector fiscal policy analysis. If you do not have experience, please write, "No Experience".    07     Please describe your experience preparing staff reports, internal memos, presentations, and/or training documents. If you do not have experience, please write, "No Experience".    08     Please describe your experience working in public sector financial services which may include government accounting, budget development, budget monitoring, contracting, cash handling, Accounts Payable, Accounts Receivable, and/or preparing financial reports. If you do not have experience, please write, "No Experience".    09     Please describe your experience working with government executives and/or elected officials. If you do not have experience, please write, "No Experience    10     Please summarize your experience supervising a team. Include the size of the team and examples of tasks/projects that the team was responsible for under your leadership. If you do not have experience, please write, "No Experience    Required Question  Closing Date/Time: 4/16/2024 5:00 PM Pacific
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        Description  DEFINITION  Under general direction, to be responsible for the development, maintenance, and tracking of a Department's fiscal information and data; to perform a variety of administrative and staff management duties; to assign, schedule, coordinate, supervise, and evaluate the work of assigned staff; to perform a variety of difficult, complex, and specialized information gathering, organization, analysis, and presentation assignments; and to do related work as required.  DISTINGUISHING CHARACTERISTICS  This is a highly specialized Administrative Services Manager classification. Incumbents have responsibilities for the fiscal management, personnel administration, payroll, building and equipment maintenance, inventory control in one of the County's larger departments or agencies. Responsibilities also include overseeing, supervising, and performing a variety of administrative and staff management functions.  REPORTS TO  Department Head, Assistant Department Head, or designee  CLASSIFICATIONS SUPERVISED  Accountant I, II; Staff Services Analyst I, II; Office Clerical Supervisor; Office Assistant I, II, III; Account Clerk I, II, III.; and other Department technical or clerical support, depending upon the Department or Agency to which assigned.  TYPICAL PHYSICAL REQUIREMENTS  Sit for extended periods; frequently stand and walk; normal manual dexterity and eye-hand coordination; lift and move objects weighing up to 25 lbs.; corrected hearing and vision to normal range; verbal communication; use of office equipment, including computer, telephone, calculator, copiers, and FAX.  TYPICAL WORKING CONDITIONS  Work is performed in an office environment; continuous contact with other staff.  Example of Duties  EXAMPLES OF IMPORTANT AND ESSENTIAL DUTIES (The following is used as a partial description and is not restrictive as to duties required.)  Serves as chief fiscal support person for a larger County Department or Agency; Develops, maintains, and tracks Department budget and fiscal information; Maintains and tracks a variety of fiscal and budget control journals and records; Keeps Department/Agency management aware of budget and fiscal status, including expenditure levels and the need to adjust expenditures for specific programs and operational areas; may have responsibility for the development, control, maintenance, and reporting for special grants and special funds; Coordinates Department/Agency fiscal data and information with the Auditor/Controller and other fiscal control agencies, such as the State and Federal government; Provides supervision, training, coordination, scheduling, and work evaluations for assigned staff; Serves as the Department/Agency Personnel Officer, coordinating recruitment efforts, conducting new employee orientations, and completing and submitting all personnel paperwork; Completes and submits the Civil Rights Plan; Investigates complaints as needed; Completes Worker's Compensation paperwork as needed; Trains, supervises and evaluates professional and administrative support staff; performs a wide variety of administrative and staff support functions; May assist with long term planning and establishing of Department goals and performance objectives; Coordinates and facilitates Department purchasing procedures; Performs a variety of accounting work; Works with and maintains computerized financial management systems; Establishes and updates information retrieval systems; Gathers, organizes, analyzes, and presents data and information for review and action by Department management; Performs special projects; Directs the development of a variety of reports Other duties as assigned  Minimum Qualifications  Any combination of training and experience which would likely provide the required knowledge and abilities is qualifying. A typical way to obtain the required knowledge and abilities would be:  One year of experience in the Interagency Merit System performing duties comparable to Staff Services Analyst II. OR Two years of increasingly responsible analytical experience in staff services such as management, personnel, fiscal, staff development, or data processing analysis work, including the preparation of recommendations and reports.  Special Requirements  Possession of, or ability to obtain a valid class C California Drivers License  May be required to pass a fingerprint/background investigation.  Knowledge Of/Ability To  Knowledge of:  General accounting theory, principles, and practices and their application to a variety of accounting transactions and problems. Laws, rules, regulations, and policies affecting the financial operations and transactions of an assigned Department. Government cost accounting and budgeting. Principles of account classification. Budget development and control. Computerized financial management systems. Purchasing methods and procedures. Public personnel administration policies and procedures. Applicable Federal and State laws, policies and procedures regarding Civil Rights issues and complaint investigation techniques. Principles of work direction, work coordination, supervision, training, and work evaluation.  Ability to:  Plan, organize, develop, and coordinate fiscal and personnel administration functions for an assigned County Department/Agency. Perform a variety of accounting and financial transaction work. Analyze and evaluate financial information, researching and gathering appropriate information to resolve problems. Provide supervision, work coordination, performance evaluations, and training for other staff. Monitor and update fiscal records. Prepare a variety of financial reports and statements. Gather, organize, analyze, and present a variety of information. Use a computerized financial management system. Effectively represent an assigned County department/agency in contacts with other County staff, the public, and other government agencies. Establish and maintain cooperative working relationships.   In accordance with California Government Code section 3100, et., seq., all County of San Benito employees are considered disaster service workers who may be required to report for duty, or remain on duty to address disaster service activities in the event of an emergency or disaster and are required to undertake an applicable loyalty oath.     SAN BENITO COUNTY BENEFITS FOR MANAGEMENT EMPLOYEES   (This is meant to be an overview of benefits only. For full benefit terms and conditions, please see MOU)  Employees in regular, full-time positions will be eligible to participate in the following employee benefits:   Pay Day:  Employees are paid bi-weekly.   Insurance Deductions:  The insurance and benefits deductions will take place bi-monthly, normally the first two pay periods of the month. Bank/Credit union and 457 Retirement Deferrals deductions will take place bi-weekly.   Vacation:  Based on continued years of service. Newly hired MEG employees may be eligible for higher vacation accrual rate for previous public sector experience (verification required). Maximum accruals may apply depending on the bargaining unit.    5 to 9 years of service = 15 days per year   10 to 14 years of service = 18 days per year   15 + years of service = 20 days per year   Administrative Leave:  Management employees receive 80 hours of administrative leave per calendar year. Forty (40) unused hours can be paid out at the end of the calendar year. Administrative leave is pro-rated.   Holidays:  13.5 holidays (including 3 floating) for most employees. Safety officers and dispatchers receive approximately 5% holiday pay in addition to their base pay in lieu of paid holidays off.   Sick Leave:  15 days per year. Maximum accruals apply.   Medical Plan:  Comprehensive CalPERS medical plans available for full-time employees. Employees appointed to a regular position at a time base of 50% or higher are eligible to participate.  Increase County contributions to medical effective January 2024.  a. Employee Only: $750.00, which would include the PEMHCA Minimum b. Employee Plus One: $1,250.00, which would include the PEMHCA Minimum c. Family: $1,515.00, which would include the PEMHCA Minimum  The County's contribution above shall be prorated for positions that are less than .90 FTE rounding to the nearest one-quarter time.   HRA:  Employee Only Medical Plan: $1,500 maximum Employee Plus One Medical Plan: $3,000 maximum. Employee Plus Family Medical Plan: $4,000 maximum.  Employees who are eligible to receive a "cash in lieu of' enrollment in the County's medical plan shall receive a taxable payment of $150 monthly (pro-rated into biweekly installments of $69.23).   Dental Plan:  County contributes $30 to Delta Dental plan for full-time employees and their families.   Vision Plan:  The County pays for employee coverage and the employee can pay for dependent coverage. This benefit is available to full-time employees only.   Employee Assistance Program:  The County provides confidential short-term counseling services to employees and dependents.   Life Insurance/AD&D:  County pays for a $20,000 BASIC life insurance policy for each employee. Voluntary life insurance plans available.   Disability Insurance:  Confidential and Management groups participate in the State Disability Insurance.   Credit Union:  Membership to the Santa Clara Federal Credit Union is available to San Benito County employees.   Deferred Compensation:  Employees may participate in tax-deferred retirement savings. Three 457 plans are available. Employees may rollover funds from prior 401k or 457 accounts. IRS limits apply.   Retirement:  Regular employees will be enrolled into the CalPERS retirement system in accordance with the Public Employees' Retirement Law. Employee contributions vary according to bargaining unit.  All New Miscellaneous (non-Safety) employees enrolled into the CalPERS retirement system participate in the full formula of 2% at 62. Miscellaneous employees participate in Social Security in addition to CalPERS.   Supplemental Insurance:  Employees may participate in various AFLAC plans such as accident, disability, and cancer insurances.   Flexible Spending Accounts:  Health and Dependent Care available, pre-tax deductions.  01     I understand all County employees will be required to take an Oath of Office and will be called upon to act as Disaster Service Workers, when needed.    Yes      02     Please be sure to answer the supplemental questions thoroughly and accurately. Applicants are responsible for clearly, completely, and accurately identifying their qualifications. Your responses to the questions must be supported by both the work experience listed on your application as well as your resume. The rating of the supplemental questions may determine your application status and/or rank on the eligible list. Answers such as "see resume" or "see above" will remove you from consideration. I have read and understand the statement above concerning submission of supplemental questionnaire responses.    Yes   No      03     Please indicate your highest level of education.    Did not complete high school or equivalent   High School, GED, or equivalent   Some College   Associate's Degree   Bachelor's Degree   Master's Degree or higher      04     Do you have at least one year of experience in the Interagency Merit System performing duties comparable to Staff Services Analyst II?    Yes   No      05     Do you have at least two years of increasingly responsible analytical experience in staff services such as management, personnel, fiscal, staff development, or data processing analysis work, including the preparation of recommendations and reports?    Yes   No      06     Please summarize the type of experience you have with governmental and/or public sector fiscal policy analysis. If you do not have experience, please write, "No Experience".    07     Please describe your experience preparing staff reports, internal memos, presentations, and/or training documents. If you do not have experience, please write, "No Experience".    08     Please describe your experience working in public sector financial services which may include government accounting, budget development, budget monitoring, contracting, cash handling, Accounts Payable, Accounts Receivable, and/or preparing financial reports. If you do not have experience, please write, "No Experience".    09     Please describe your experience working with government executives and/or elected officials. If you do not have experience, please write, "No Experience    10     Please summarize your experience supervising a team. Include the size of the team and examples of tasks/projects that the team was responsible for under your leadership. If you do not have experience, please write, "No Experience    Required Question  Closing Date/Time: 4/16/2024 5:00 PM Pacific
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            Introduction   This position is represented by the SEIU bargaining unit and will receive salary increases based on the following schedule:       Effective July 2024 - 4% Cost of Living Adjustment increase       Effective July 2025 - 3% Cost of Living Adjustment increase     This department promotional recruitment is being conducted to fill a vacancy in the Criminal Records Division of the San Joaquin County Sheriff's Office, and to establish an eligible list which may be used to fill future vacancies.   Criminal Records is assigned to the support of the Field Forces Operation (patrol). For this vacancy, you would be a typist supervisor in Operations and the anticipated schedule for this position of M-F 8am-5pm.   To qualify, you must be currently employed by the San Joaquin County Sheriff's Office and meet all promotional eligibility requirements.   Resumes will not be accepted in lieu of an application. A completed application must be postmarked or received online by the final filing deadline.     NOTE: All correspondences relating to this recruitment will be delivered via e-mail. The e-mail account used will be the one provided on your employment application during time of submittal. Please be sure to check your e-mail often for updates. If you do not have an e-mail account on file, Human Resources will send you correspondences via US Mail.    TYPICAL DUTIES     Functions as a first-level supervisor, usually over a medium to large-sized clerical unit; assigns, reviews, directs and evaluates the work of subordinate clerical staff; ensures that work is distributed to maintain the flow and quality of work performed within established standards.          Orients new employees to the unit and provides training; ensures that staff understand and comply with unit policies, procedures, and standards; interprets rules, regulations, and procedures; provides interpretation of policies based on management expectations.          May perform highly complex work within the unit, which may include the provision of basic quasi-administrative/analytical support to managers, supervisors, professionals and other staff; gathers, analyzes and maintains specialized and complex information related to a wide range of departmental operations; researches, compiles, maintains and processes statistical, financial and/or other numerical data to support highly specialized office functions; coordinates and/or performs departmental personnel, payroll, purchasing, inventory, systems maintenance and/or other functions; may perform highly-advanced clerical accounting duties; prepares summaries of unit activities; prepares reports and correspondence related to unit activities.          Prepares a variety of difficult and complex reports, letters, resolutions and other documents; maintains and monitors complex work logs and tracking systems; reviews and analyzes complex legal, custody, health care and other administrative records to identify needed information; develops and maintains complex spreadsheets and databases, either by hand or computer; develops forms, form letters and related documents; may modify or create basic software applications.          May develop and recommend office policies; reviews office procedures and recommend changes to improve office efficiency and effectiveness; implements changes to office policies and procedures.          As an incidental duty, may provide secretarial support to managers and/or other staff; serves as a liaison between superiors and staff; receives and screens visitors and callers and exercises considerable judgment in their disposition; schedules meetings and appointments for superiors; makes travel arrangements; interprets and explains a limited range of specialized or technical information; may take and transcribe minutes at meetings, conferences or hearings.         MINIMUM QUALIFICATIONS  PLEASE NOTE:This is a departmental promotion. Qualified applicants must currently be employed with San Joaquin County Sheriff's Office and meet the promotional eligibilityrequirements as stated in Civil Service Rule 10, Section 3-Eligiblity for Promotional Examinations.   ( Special Note:  For positions reclassified to this class as part of Classification Study #01-18, the incumbents occupying those positions on the effective date that the study is implemented by the Board of Supervisors shall be deemed to meet the minimum qualifications for the class.)     Either I       Experience   :  One year of work at a level equal to or higher than Office Assistant Specialist in San Joaquin County service.     Or II       Experience   :  Two years of work at a level equal to or higher than Senior Office Assistant in San Joaquin County service.     Or III       Experience   :  Four years of general clerical, secretarial and/or office technical work, including at least two years performing duties at or above a full-journey level.    Substitutions   :  a) One year of business training in an approved vocational training program may substitute for one year of the above-required experience; or b) Completion of 30 semester/45 quarter credit units at an accredited college or university may substitute for one year of the above-required experience.     And       Certificates   :  If required by the nature of the assignment, 1) Possession of acceptable typing/keyboarding or other certification of ability to input data at the rate of 45 words per minute; and/or 2) Possession of an acceptable proficiency certificate in one or more computer software programs.    Special Requirement   :  Most positions require the ability to use computers and/or word processing equipment. If required by the nature of the assignment , demonstrated general or software-specific computer proficiency may be required prior to appointment.   KNOWLEDGE  Principles and practices of employee supervision and training; general office practices and procedures; principles and practices of prioritizing, planning and organizing work; clerical practices related to personnel management, payroll, labor relations, purchasing, inventory control, clerical accounting, and systems development/maintenance; advanced clerical methods of researching, gathering, organizing and reporting data; fundamental analytical principles and processes; personal computer systems and general office computer software; public relations and interviewing techniques; advanced filing and record keeping systems; complex correspondence and report formats; clerical accounting methods and practices.  ABILITY  Provide first-level supervision over a large group of clerical/office technical/secretarial employees; perform basic quasi-administrative/analytical work to assist management with various specialized office activities; research, interpret, and apply laws/regulations, court orders, program policies/procedures, and third-party rules/requirements related to areas such as personnel management, payroll, labor relations, purchasing, inventory control, clerical accounting and systems development/maintenance; evaluate and establish priorities; gather, organize, input and maintain complex information, including financial or program-specific data; provide/obtain detailed information to/from others as appropriate, including confidential and/or otherwise sensitive information; utilize advanced office procedures and equipment; follow complex oral and written procedures and directions; establish and maintain effective working relationships with others, even in difficult situations; communicate effectively with others; write clearly and legibly; perform advanced arithmetical operations.  PHYSICAL/MENTAL REQUIREMENTS    Mobility  -Frequent operation of a data entry device, repetitive motion, sitting for long periods, walking; occasional standing, pushing, pulling, bending, squatting, climbing;   Lifting  -Frequently 5 pounds or less; occasionally 5 to 30 pounds;   Visual  -Constant good overall vision and reading/close-up work; frequent color perception and use of eye/hand coordination; occasional use of depth perception and peripheral vision;   Hearing/Talking  -Frequent hearing of normal speech, hearing/talking on the telephone, talking in person;   Emotional/Psychological  -Frequent decision making, concentration, and public contact;   Special Requirements  -Some assignments may require working weekends, nights, and/or occasional overtime;   Environmental  -Occasional exposure to varied weather conditions.  Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented bySEIU Local 1021 .      Health Insurance :    San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :    The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.       Life Insurance :   The County provides eligible employees with life insurance coverage as follows:      1 but less than 3 years of continuous service:  $1,000  3 but less than 5 years of continuous service:  $3,000  5 but less than 10 years of continuous service:  $5,000  10 years of continuous service or more:   $10,000      Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   :The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $18,000 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $24,000.The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   :  Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals,use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of qualifying family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:    The County contributes up to $20 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures    Civil Service Rule 10 - Section 3 - Eligibility for Promotional Examinations      To compete in a promotional examination, an employee must:     A. Meet the minimum qualifications of the class on or before the final filing date for filing applications.     B. Meet one of the following qualifying service requirements:     1. Have permanent status in the Classified Service.     2. Probationary, part-time, or temporary employees who have worked a minimum of 1040 hours in the previous 12 months or previous calendar year.     3. Exempt employees who have worked a minimum of 2,080 continuous and consecutive hours.     C. Have a rating of satisfactory or better on the last performance evaluation.     D. If a person whose name is on a promotional list is separated (except for layoff) the name shall be removed from the promotional list of the action.      Employeeswho meet the minimum qualifications will go through one of the following examination process:        Written Exam   : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.       Oral Exam   : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam:    If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.       Rate-out:    A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.        Note:   The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.      Testing Accommodation:    Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.       Eligible Lists:    Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a longer period which shall not exceed a total of three years for the date established.      Certification/Referral:   Names from the eligible list will be referred to the hiring department by the following methods.        Rule of Five:    The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.        Physical Exam:   Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.      Employment of Relatives:   Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     • They are related to the Appointing Authority or     • The employment would result in one of them supervising the work of the other.     Department Head may establish additional limitations on the hiring of relatives by departmental rule.    Applicants who meet the minimum qualifications will go through the following examination process:      Written Exam : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam : If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out : A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.      Note: The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.    OnlineWritten Exams : Written exams may be administered online. Candidates will be notified of the examination date and will be responsible to complete the written exam within a given period of time (typically within five calendar days). Candidates are required to read the Online Exam Guide for Test Takers prior to taking an online written exam.  The link to the guide is here: Online Exam Guide For Test Takers   PLEASE NOTE:     Online exams must be completed in one sitting and can only be taken once       Candidates will have access to an online exam within the allotted time only       A steady internet connection is highly recommended       The allotted time will still continue if a candidate closes the window or gets disconnected       Once the allotted time expires, access to the exam will be unavailable       Microsoft is no longer supporting Internet Explorer . Therefore, it is recommended that candidates do not use Internet Explorer to complete online written exams.   Candidates that do not have access to a computer can contact the Human Resources office at (209)468-3370 for information on accommodations.   Testing Accommodation : Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.    Veteran’s Points : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.Note: A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.   Acceptable wartime service dates:     September 16, 1940 to December 31, 1946     June 27, 1950 to January 31, 1955     August 5, 1964 to May 7, 1975     Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.        Eligible Lists : Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.    Certification/Referral :Names from the eligible list will be referred to the hiring department by the following methods.      Rule of the Rank :The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.        Rule of Five : The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Physical Exam :Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.    Pre-Employment Drug Screening Exam : Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.    Employment of Relatives :Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     They are related to the Appointing Authority or     The employment would result in one of them supervising the work of the other.       Department Head may establish additional limitations on the hiring of relatives by departmental rule.    Proof of Eligibility :If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.  HOW TO APPLY    Apply Online:       www.sjgov.org/department/hr      By mail or in person:       San Joaquin County Human Resources     44 N. San Joaquin Street Suite 330     Stockton, CA 95202     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.       When a final filing date is indicated, applications must be filed with the Human Resources Division before 5:00 p.m. or postmarked by the final filing date. Resumes will not be accepted in lieu of an application. Applications sent through county inter-office mail, which are not received by the final filing date, will not be accepted. ( The County assumes no responsibility for mailed applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       Equal Opportunity Employer  : San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to   www.sjgov.org/department/hr/eeo   .       Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: 4/12/2024 11:59:00 PM
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        Introduction   This position is represented by the SEIU bargaining unit and will receive salary increases based on the following schedule:       Effective July 2024 - 4% Cost of Living Adjustment increase       Effective July 2025 - 3% Cost of Living Adjustment increase     This department promotional recruitment is being conducted to fill a vacancy in the Criminal Records Division of the San Joaquin County Sheriff's Office, and to establish an eligible list which may be used to fill future vacancies.   Criminal Records is assigned to the support of the Field Forces Operation (patrol). For this vacancy, you would be a typist supervisor in Operations and the anticipated schedule for this position of M-F 8am-5pm.   To qualify, you must be currently employed by the San Joaquin County Sheriff's Office and meet all promotional eligibility requirements.   Resumes will not be accepted in lieu of an application. A completed application must be postmarked or received online by the final filing deadline.     NOTE: All correspondences relating to this recruitment will be delivered via e-mail. The e-mail account used will be the one provided on your employment application during time of submittal. Please be sure to check your e-mail often for updates. If you do not have an e-mail account on file, Human Resources will send you correspondences via US Mail.    TYPICAL DUTIES     Functions as a first-level supervisor, usually over a medium to large-sized clerical unit; assigns, reviews, directs and evaluates the work of subordinate clerical staff; ensures that work is distributed to maintain the flow and quality of work performed within established standards.          Orients new employees to the unit and provides training; ensures that staff understand and comply with unit policies, procedures, and standards; interprets rules, regulations, and procedures; provides interpretation of policies based on management expectations.          May perform highly complex work within the unit, which may include the provision of basic quasi-administrative/analytical support to managers, supervisors, professionals and other staff; gathers, analyzes and maintains specialized and complex information related to a wide range of departmental operations; researches, compiles, maintains and processes statistical, financial and/or other numerical data to support highly specialized office functions; coordinates and/or performs departmental personnel, payroll, purchasing, inventory, systems maintenance and/or other functions; may perform highly-advanced clerical accounting duties; prepares summaries of unit activities; prepares reports and correspondence related to unit activities.          Prepares a variety of difficult and complex reports, letters, resolutions and other documents; maintains and monitors complex work logs and tracking systems; reviews and analyzes complex legal, custody, health care and other administrative records to identify needed information; develops and maintains complex spreadsheets and databases, either by hand or computer; develops forms, form letters and related documents; may modify or create basic software applications.          May develop and recommend office policies; reviews office procedures and recommend changes to improve office efficiency and effectiveness; implements changes to office policies and procedures.          As an incidental duty, may provide secretarial support to managers and/or other staff; serves as a liaison between superiors and staff; receives and screens visitors and callers and exercises considerable judgment in their disposition; schedules meetings and appointments for superiors; makes travel arrangements; interprets and explains a limited range of specialized or technical information; may take and transcribe minutes at meetings, conferences or hearings.         MINIMUM QUALIFICATIONS  PLEASE NOTE:This is a departmental promotion. Qualified applicants must currently be employed with San Joaquin County Sheriff's Office and meet the promotional eligibilityrequirements as stated in Civil Service Rule 10, Section 3-Eligiblity for Promotional Examinations.   ( Special Note:  For positions reclassified to this class as part of Classification Study #01-18, the incumbents occupying those positions on the effective date that the study is implemented by the Board of Supervisors shall be deemed to meet the minimum qualifications for the class.)     Either I       Experience   :  One year of work at a level equal to or higher than Office Assistant Specialist in San Joaquin County service.     Or II       Experience   :  Two years of work at a level equal to or higher than Senior Office Assistant in San Joaquin County service.     Or III       Experience   :  Four years of general clerical, secretarial and/or office technical work, including at least two years performing duties at or above a full-journey level.    Substitutions   :  a) One year of business training in an approved vocational training program may substitute for one year of the above-required experience; or b) Completion of 30 semester/45 quarter credit units at an accredited college or university may substitute for one year of the above-required experience.     And       Certificates   :  If required by the nature of the assignment, 1) Possession of acceptable typing/keyboarding or other certification of ability to input data at the rate of 45 words per minute; and/or 2) Possession of an acceptable proficiency certificate in one or more computer software programs.    Special Requirement   :  Most positions require the ability to use computers and/or word processing equipment. If required by the nature of the assignment , demonstrated general or software-specific computer proficiency may be required prior to appointment.   KNOWLEDGE  Principles and practices of employee supervision and training; general office practices and procedures; principles and practices of prioritizing, planning and organizing work; clerical practices related to personnel management, payroll, labor relations, purchasing, inventory control, clerical accounting, and systems development/maintenance; advanced clerical methods of researching, gathering, organizing and reporting data; fundamental analytical principles and processes; personal computer systems and general office computer software; public relations and interviewing techniques; advanced filing and record keeping systems; complex correspondence and report formats; clerical accounting methods and practices.  ABILITY  Provide first-level supervision over a large group of clerical/office technical/secretarial employees; perform basic quasi-administrative/analytical work to assist management with various specialized office activities; research, interpret, and apply laws/regulations, court orders, program policies/procedures, and third-party rules/requirements related to areas such as personnel management, payroll, labor relations, purchasing, inventory control, clerical accounting and systems development/maintenance; evaluate and establish priorities; gather, organize, input and maintain complex information, including financial or program-specific data; provide/obtain detailed information to/from others as appropriate, including confidential and/or otherwise sensitive information; utilize advanced office procedures and equipment; follow complex oral and written procedures and directions; establish and maintain effective working relationships with others, even in difficult situations; communicate effectively with others; write clearly and legibly; perform advanced arithmetical operations.  PHYSICAL/MENTAL REQUIREMENTS    Mobility  -Frequent operation of a data entry device, repetitive motion, sitting for long periods, walking; occasional standing, pushing, pulling, bending, squatting, climbing;   Lifting  -Frequently 5 pounds or less; occasionally 5 to 30 pounds;   Visual  -Constant good overall vision and reading/close-up work; frequent color perception and use of eye/hand coordination; occasional use of depth perception and peripheral vision;   Hearing/Talking  -Frequent hearing of normal speech, hearing/talking on the telephone, talking in person;   Emotional/Psychological  -Frequent decision making, concentration, and public contact;   Special Requirements  -Some assignments may require working weekends, nights, and/or occasional overtime;   Environmental  -Occasional exposure to varied weather conditions.  Equal Opportunity Employer  San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to  Equal Employment Opportunity Division (sjgov.org) .    Accommodations for those covered by the Americans with Disabilities Act (ADA):    San Joaquin County complies with the Americans with Disabilities Act and, upon request, will consider reasonable accommodations to enable individuals with disabilities to perform essential job functions.  BENEFITS  Employees hired into this classification are members of a bargaining unit which is represented bySEIU Local 1021 .      Health Insurance :    San Joaquin County provides employees with a choice of three health plans: a Kaiser Plan, a Select Plan, and a Premier Plan. Employees pay a portion of the cost of the premium. Dependent coverage is also available.      Dental Insurance :   The County provides employees with a choice of two dental plans: Delta Dental and United Health Care-Select Managed Care Direct Compensation Plan. There is no cost for employee only coverage in either plan; dependent coverage is available at the employee’s expense.      Vision Insurance :    The County provides vision coverage through Vision Service Plan (VSP). There is no cost for employee only coverage; dependent coverage is available at the employee’s expense.     For more detailed information on the County’s benefits program, visit our website at  www.sjgov.org  under Human Resources/Employee Benefits.       Life Insurance :   The County provides eligible employees with life insurance coverage as follows:      1 but less than 3 years of continuous service:  $1,000  3 but less than 5 years of continuous service:  $3,000  5 but less than 10 years of continuous service:  $5,000  10 years of continuous service or more:   $10,000      Employee may purchase additional term life insurance at the group rate.      125 Flexible Benefits Plan :   This is a voluntary program that allows employees to use pre-tax dollars to pay for health-related expenses that are not paid by a medical, dental or vision plan (Health Flexible Spending Account $2550 annual limit with a $500 carry over); and dependent care costs (Dependent Care Assistance Plan $5000 annual limit).      Retirement Plan   : Employees of the County are covered by the County Retirement Law of 1937. Please visit the San Joaquin County Employees’ Retirement Association (SJCERA) at  www.sjcera.org  for more information. NOTE: If you are receiving a retirement allowance from another California county covered by the County Employees’ Retirement Act of 1937 or from any governmental agency covered by the California Public Employees’ Retirement System (PERS), you are advised to contact the Retirement Officer of the Retirement Plan from which you retired to determine what effect employment in San Joaquin County would have on your retirement allowance.      Deferred Compensation   :The County maintains a deferred compensation plan under Section 457 of the IRS code. You may annually contribute $18,000 or 100% of your includible compensation, whichever is less. Individuals age 50 or older may contribute to their plan, up to $24,000.The Roth IRA (after tax) is also now available.      Vacation   : Maximum earned vacation is 10 days each year up to 3 years; 15 days after 3 years; 20 days after 10 years; and 23 days after 20 years.      Holidays   :  Effective July 1, 2017, all civil service status employees earn 14 paid holidays each year. Please see the appopriate MOU for details regarding holidays, accruals,use, and cashability of accrued time.      Sick Leave   : 12 working days of sick leave annually with unlimited accumulation. Sick leave incentive : An employee is eligible to receive eight hours administrative leave if the leave balance equals at least one- half of the cumulative amount that the employee is eligible to accrue. The employee must also be on payroll during the entire calendar year.      Bereavement Leave   : 3 days of paid leave for the death of qualifying family member, 2 additional days of accrued leave for death of employee’s spouse, domestic partner, parent or child.      Merit Salary Increase   : New employees will receive the starting salary, which is the first step of the salary range. After employees serve 52 weeks (2080 hours) on each step of the range, they are eligible for a merit increase to the next step.      Job Sharing   : Employees may agree to job-share a position, subject to approval by a Department Head and the Director of Human Resources.      Educational Reimbursement Program   : Eligible employees may be reimbursed for career-related course work up to a maximum of $850 per fiscal year. Eligible employees enrolled in an approved four (4) year College or University academic program may be reimbursed up to $800 per semester for a maximum of $1600 per fiscal year.      Parking Supplemental Downtown Stockton:    The County contributes up to $20 per pay period for employees who pay for parking and are assigned to work in the Downtown Core Area.      School Activities   : Employees may take up to 40 hours per year, but not more than eight (8) hours per month, to participate in their children’s school activities.   Selection Procedures    Civil Service Rule 10 - Section 3 - Eligibility for Promotional Examinations      To compete in a promotional examination, an employee must:     A. Meet the minimum qualifications of the class on or before the final filing date for filing applications.     B. Meet one of the following qualifying service requirements:     1. Have permanent status in the Classified Service.     2. Probationary, part-time, or temporary employees who have worked a minimum of 1040 hours in the previous 12 months or previous calendar year.     3. Exempt employees who have worked a minimum of 2,080 continuous and consecutive hours.     C. Have a rating of satisfactory or better on the last performance evaluation.     D. If a person whose name is on a promotional list is separated (except for layoff) the name shall be removed from the promotional list of the action.      Employeeswho meet the minimum qualifications will go through one of the following examination process:        Written Exam   : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.       Oral Exam   : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam:    If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.       Rate-out:    A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.        Note:   The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.      Testing Accommodation:    Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.       Eligible Lists:    Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a longer period which shall not exceed a total of three years for the date established.      Certification/Referral:   Names from the eligible list will be referred to the hiring department by the following methods.        Rule of Five:    The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.        Physical Exam:   Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.      Employment of Relatives:   Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     • They are related to the Appointing Authority or     • The employment would result in one of them supervising the work of the other.     Department Head may establish additional limitations on the hiring of relatives by departmental rule.    Applicants who meet the minimum qualifications will go through the following examination process:      Written Exam : The civil service written exam is a multiple choice format. If the written exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Oral Exam : The oral exam is a structured interview process that will assess the candidate’s education, training, and experience and may include a practical exercise. The oral exam selection process is not a hiring interview. A panel of up to four people will determine the candidate’s score and rank for placement on the eligible list. Top candidates from the eligible list are referred for hiring interviews. If the oral exam is administered alone, it will be 100% of the overall score. Candidates must achieve a minimum rating of 70% in order to be placed on the eligible list.        Written & Oral Exam : If both a written exam and an oral exam is administered, the written exam is weighted at 60% and the oral exam is weighted at 40% unless otherwise indicated on the announcement. Candidates must achieve a minimum rating of 70% on each examination in order to be placed on the eligible list.        Rate-out : A rate-out is an examination that involves a paper rating of the candidate’s application using the following criteria: education, training, and experience. Candidates will not be scheduled for the rate-out process.      Note: The rating of 70 referred to may be the same or other than an arithmetic 70% of the total possible points.    OnlineWritten Exams : Written exams may be administered online. Candidates will be notified of the examination date and will be responsible to complete the written exam within a given period of time (typically within five calendar days). Candidates are required to read the Online Exam Guide for Test Takers prior to taking an online written exam.  The link to the guide is here: Online Exam Guide For Test Takers   PLEASE NOTE:     Online exams must be completed in one sitting and can only be taken once       Candidates will have access to an online exam within the allotted time only       A steady internet connection is highly recommended       The allotted time will still continue if a candidate closes the window or gets disconnected       Once the allotted time expires, access to the exam will be unavailable       Microsoft is no longer supporting Internet Explorer . Therefore, it is recommended that candidates do not use Internet Explorer to complete online written exams.   Candidates that do not have access to a computer can contact the Human Resources office at (209)468-3370 for information on accommodations.   Testing Accommodation : Candidates who require testing accommodation under the Americans with Disabilities Act (ADA) must call Human Resources Division at (209) 468-3370 prior to the examination date.    Veteran’s Points : Eligible veterans, unmarried widows and widowers of veterans of the United States Armed Forces who have been honorably discharged and who have served during wartime shall be given veteran’s points in initial appointment to County service. Eligible veterans receive 5 points and eligible disabled veterans receive 10 points. Disabled veterans must submit a recent award letter stating a 10% service connected disability issued by the United States Veterans Administration.Note: A copy of your DD214 showing the discharge type must be received in the Human Resources by the date of the examination.   Acceptable wartime service dates:     September 16, 1940 to December 31, 1946     June 27, 1950 to January 31, 1955     August 5, 1964 to May 7, 1975     Persian Gulf War, August 2, 1990, through a date to be set by law or Presidential Proclamation.        Eligible Lists : Candidates who pass the examination will be placed on an eligible list for that classification. Eligible lists are effective for nine months, but may be extended by the Human Resources Director for a period which shall not exceed a total of three years from the date established.    Certification/Referral :Names from the eligible list will be referred to the hiring department by the following methods.      Rule of the Rank :The top rank orranks of eligibles will be referred for hiring interviews. The minimum number of names to be referred will be equal to the number of positions plus nine, or 10% of the eligible list, whichever is higher. When fillingnine or more positions in a department at the same time, the top rank or ranks will be referred and the minimum number of names shall be two times the number of positions to be filled or 10% of the eligible list, whichever is higher. This applies only to open competitive recruitments.        Rule of Five : The top five names will be referred for hiring interviews. This applies only to department or countywide promotional examination.      Physical Exam :Some classifications require physical examinations. Final appointment cannot be made until the eligible has passed the physical examination. The County pays for physical examinations administered in its medical facilities.    Pre-Employment Drug Screening Exam : Some classifications require a new employee successfully pass a pre-employment drug screen as a condition of employment. Final appointment cannot be made until the eligible has passed the drug screen. The County pays for the initial drug screen.    Employment of Relatives :Applicants who are relatives of employees in a department within the 3rd degree of relationship, (parent, child, grand parent, grand child or sibling) either by blood or marriage, may not be appointed, promoted, transferred into or within the department when;     They are related to the Appointing Authority or     The employment would result in one of them supervising the work of the other.       Department Head may establish additional limitations on the hiring of relatives by departmental rule.    Proof of Eligibility :If you are offered a job you will be required to provide proof of U.S. citizenship or other documents that establish your eligibility to be employed in the U.S.  HOW TO APPLY    Apply Online:       www.sjgov.org/department/hr      By mail or in person:       San Joaquin County Human Resources     44 N. San Joaquin Street Suite 330     Stockton, CA 95202     Office hours:     Monday - Friday 8:00 am to 5:00 pm; excluding holidays.     Phone: (209) 468-3370     Job Line:      For currentemployment opportunitiesplease callour 24-hour job line at (209) 468-3377.       When a final filing date is indicated, applications must be filed with the Human Resources Division before 5:00 p.m. or postmarked by the final filing date. Resumes will not be accepted in lieu of an application. Applications sent through county inter-office mail, which are not received by the final filing date, will not be accepted. ( The County assumes no responsibility for mailed applications which are not received by the Human Resources Division) .       San Joaquin County Substance Abuse Policy:   San Joaquin County has adopted a Substance Abuse Policy in compliance with the Federal Drug Free Workplace Act of 1988. This policy is enforced by all San Joaquin County Departments and applies to all San Joaquin County employees.       Equal Opportunity Employer  : San Joaquin County is an Equal Employment Opportunity (EEO) Employer and is committed to providing equal employment to all without regard to age, ancestry, color, creed, marital status, medical condition, national origin, physical or mental disability, political affiliation or belief, pregnancy, race, religion, sex, or sexual orientation. For more information go to   www.sjgov.org/department/hr/eeo   .       Click on a link below to apply for this position:   Fill out the Supplemental Questionnaire and Application NOW using the Internet.  Apply Online  View and print the Supplemental Questionnaire.  This recruitment requires completion of a supplemental questionnaire. You may view and print the  supplemental questionnaire here .  View and print the official application form as an Acrobat pdf file.      A San Joaquin County application form is required for this recruitment. You may print this Acrobat PDF document and then fill it in. Contact us via conventional means. You may contact us by phone at (209) 468-3370, or by  email , or apply for a job in person at the San Joaquin County Human Resources Division.  Closing Date/Time: 4/12/2024 11:59:00 PM
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